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. It is organized into five sections which are outlined o '\ the Table ' /

L’ Specialist or the Central School Volunteer Program Office. «

T S " ., 'INTRODUCTION . L. .-
’ : . - o, . S ‘ . i Iy .

Y - ¢ - R o
N - « -

-

This handbook was "developed to aid school-level administrators of / e

“the School. Volunteer Prqgram. S’ince de must be shared by the Principa A
the School Volunteer Resource Person, and the School Volunteer Chai I

it _should be kept in a central and easily accessible 1ocation with

- -
& .N

the school. It has been designed 80 that any additional forms or'appro—

priate pages may be added easily,

“of Contents page. " All inquiries regarding the use. o,ﬁ" this handbook "}' .

- A

‘should be directed to the appropriate School V/lunteer Program Area
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Ty - J6VP RESOURCE PERSON JOB DESCRIPTION

3

* « -
. «

Responsibility:

Lt
-v.,

The School Volunteer Program Resource Person is responS1ble to the pr1nc1pal of
the school in which he.1s a regular staff member. .

‘ .
. »on

Ma;or Dut1e

jl. Serve as a lxa1son between the school and the countyW1de school volunteer
office. . )

0 . . '
. \ » L

2. Serve as a resource person to teachers in the tra1n1ng prqgram for the
use of volunteers, us1ng the B-2 Volunteer Education Modules. ~

3. Ass1st the School Volunteer Program Chairman in. preseﬁting the tra1n1ng

program for volunteers at the local school level using the B~ B»2 Volunteer Education .

‘Modules_ or other training techn1ques. - .

-

H

4, Place volunteers in the school accord1ng to documented needs.‘
5.; Assist in the adm1n1ster1ng, comp1l1ng and 1nterpret1ng assessment in-
struments used to audlt the effect1veness of the program. ) ’
6. Provide feedback to the area and district school volunteer off1ce on the
funct1on1n§ of the School Volunteer Program.

7." Follow procedures outlined in the SVP teaders Handbook. .

Y

0ual1f1catTons . 'befl o RPN
' 1. Regular school staff member. ] - ¥

;g. Interest 1n volunteers as asS1stants in. the school

»’

3. Willingness to cooperate with area and d1str1ct staff to 1mplement the

F SchooT Volunteer Program. o . . _ : s

4, Have perm1ss1on of pr1nc1pal to attend periodic all -day workshops.

5. Be a person who communicates, effect1vely with the school staff and
y persons in the community. - , -

-

; R ’ 8/
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sy VOLUNT'EER CHAIRMAN JOB DESCRIPTION

S . . . .
. N ' x

»

of the school in which he 1s working.

The Schoo] Vol unteer Program Vo1uhteer Chairman'ls responsib]e- to the princ*lpa'! ’

1,

2.

QuaH ﬁ cations:

-t
~

- Major Duties. ! - co T

Recruit and *interview vo]unteers. L Y

& ! s

Present basic or1entat1on for a]l volunteers in a given ‘school, using ’

. Volunteer Educat'lon training materfals.

- eva] uate the effecti veness of the program

volunteers 1n carrying out the progran. .

Be avaﬂable.in the school a minimum of 2 4 hours a week to work with

.

Attend per*lod*lc workshops sponsored by the School Vo'|unteer Program

. Ma1ntain attendance and registration records.

Assist 1in administering and compﬂing assessment 1nstru,ments used to

N

Prepare resumes on vo]unteers contributions. ﬁ -
Follow procequres outlined in the SVP Leaders Handbook

1.

>

3

_Have som experie{ce in vo]unteer work

_Demonstrate skﬂl in dealing with ‘members of the community.

A

K

Be wﬂ'Hng to give a minimum contribution of one semester as cha1 rman
of vo] unteers . e

. -

v
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‘ : . . UHA';_ IS A-GOED VOLUNTEER RESOURCE PERSON/VOLUNTF{ER éHAZ_[RHAN
.. T ( ) - . '

A good volunteer chairman is nog prgj‘udiced against volunteers in genérai.
He appxeciates their help and welcomes them as valuable t:ean;mat':_es.

-~

- X ) < . - \ ‘ R .
. ~‘;7~,~:»'~ . -He is not only -a checker-upper but a builder—upper as well, = . A

- He does not take volunteers for granted and he realizes-that they owe him

and his School Volunteer Program nothing. He appreciatds the fact that ' 4

.- these good citizens have given up their time in which they might have been
. doing something for their own pleasure or profit. '

He welcomes them into the School Volunteer Program, keeps them acquainted
with important developments in the work and includes them in sharing some
of the prdgram’s-successes. : '

etk

¢

He makes himself easily available for questions or general discussion about’

. problems on a one~to-one, man-to-man. basis. Not only is he willing to . .
1isten to the mewcomer's ideas but he makes it a point to welcome and -
encourage .creatiye.;hinléing. e . R

e o

-
.
"~

, ‘Hé and his. staff try to know the vqlunt:eer' as a person, p'dssibiy unearthing
- 'hidden skills and talents hertofore unknown ‘and unused .by the program.

» % He uses democratic methods, substitutes suggestions for orders and dees not i
lean too heavily on his own authority and position. : AR

.- He is concerned about, the volunteer's compla:lntis and &ispleasix:es and ‘
evaluates them carefully to do what he cat_l,to“‘correct: them, <«V

o He supplies. new source mh't:er:la_ls which will heélp the volunteer on his
job and. encourages and guides him in his .reed:lng of profeasioqgl material.

He éncodrages'volunt:eers to rx;ake sxi\all decisions (if tii{ey ar;'e not !
related to-school. policy) but watches closely to avoid big mistakes. ‘

He understands that the young lady who is doing some routine clerical
‘'work in the office may be a champion or expert in some other activity
or subject that the school could use in its program. Once identified,
he is quick to use these new talents for the benefit of the school.

-
L d

-

He is quick to.comprehend which volunteers can and really do want to do ™
'more than they are presently doing. By the same token, he watches to

gee that therresponsibility given tq a volunteer does not overburden him.
.. or threaten to lead him toward failure and frustration. '

 He will meke the necessary arrangements if\it is determined ‘that a {

. volunteer's duties, responsibilities, or gemeral job desctiption need . :
. to be modified in any way. He is able to récognize when a volunteer is

» ready for additional or ‘special training. . D A . T !

. E ' . i

10 e
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He makes it a point to arrange ‘for a social reception for new volunteers

to meet the regular professional staff and some of the older volunteers.\_

He is able to determine when a volunteer is thinking of quitting. In such
a case, he should arrange forn a PRE-EXIT INTERVIEW to try to adjust
matters and save what might become a happier volunteer.

-School<VoluﬁFeer§’want‘their~supervlsorsﬂto— e ‘ﬂ"r~}am_ .

ékegp‘infclOser touch with them _ _-

~provide good working conditions \ -

'—give good‘training and supér%ision

. -build up their morale . Y L .

~-treat them fairly and 1mpartially

. —give them meAQ;ngful services to perform

' B
" How to supervise:volunteers L ‘ . B L
y follow guidelines of'ﬁob déseriptions v o R

.give careful, but not verbose, 1nstructions

-

talk to volunteers on a otie~to-one basis whenever possible and create
. a8 warm friendly atmosphere

reSpect the voluntéers' abilities

A ]

<be accessible—-but stay in the background . . T

outline a procedure for school staff members who desire the services
of a volunteer . d .

assign the volunteer _to an 1ndividual staff member a

introduce the volunteers to the staff or person in the,program to
whom he is responsible. . -

2

» . ’

~
-
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. IT1,.

1v.

VI,

VII.

Orient principal to SVP.,

D.
E.

. / - ‘ . ) . ) . .
N . . . 1} o
STEPS FOR SETIING UP A SCHOQL-LEVEL SCHOOL VOLUNTEER ijocm_: (sve) -

4

- ) 3
‘A Present a history and overview of the SVP“—’/, C e S
B. -Describe’ the organization.of the SVP, : : . . P
..C+ LExplain the advantages of having a.-SVE. . - ) .

Identify the volunteer job categories and components from which volunteers came.
Outline the-duties of the SVP Resource Person and SVP Chairmz;ﬁi_*i’

L ’

Identify and train the SVP Resource Person and SVP Chairman.

A. Complete SVP Resource. Person and SVP Chairman Identification Forms , .
B. Discuss SVP Leadew!s. Handbook , : . Lo t
C. Clarify duties.and responsibilities. . ’,~ e - ' L
D. Plan major activities and establish time line of events. . .
E.. Identify resources. : ..
F. *Set up, communications system including school-level leaders and Area ™
Volunteer Specialist. : . -
Orient Faculty. I
*A. Present information. ‘ N
1. Include history, organization, accomplishment§ components, volunteer
. job categories, etec.
2. Use media from Central and Area Office(i e. “the 10 minute colox film,"v" ‘
i or the 10 minute,slide/tape presentation, "Service With A'smile",) ‘T”“ﬁ'
B. Assess needs.. - .
:C. Stress cdoperative role of teachers and volunteers. ,
Recruit volunteers.. ) N 2 - ‘
A. Identify potential sources of volusiteers. T«
. B,. Plan recruitment campaign for hoth regular volunteers and Community Resource
|  Volunteers.
C. Go-ordinate recruitment campaign with other school/community activities. )
(i.e. Back-to-&chool Night, 'P.T.A. meetings, American Education Weék. )
‘D. Erepare.publicity materials(i e. flyers, posters, etc.) : b0
.o ’ /. .
Orient volunteerb A L ot . ) oL
As Fill in registration fozp1and explain sign-in procedures. :
B.. Explain main parts of the SVP of Miami. ot
G. Explain guidelines and policies of scﬂool—level SVP. o ¥
D.' Introduee key persomnel, ‘ “ . N
‘Place volunteers. =~ . Yo % X |
A. Match volunteers to teacheis' needs. PR .
B. Inform the volunteers’\2§5°hers, and principal. B v .
C. Review placements pemi dically. . .o PR R vy
" Make recommendations for following year...' ’ : o YRR
. . . ) e -
Train voluntéers. ’ Y' o )
A, Plan for various levels of training(i Qo on-the-job gith te hers, by subject
. area with consultants, etc. ) \ .
B. Monitor training. L

- - ¥




STEPS FOR SETTING UP A SCHOOL-LEVEL SCHOOL VOLUVTEER PROGRAH (SVP)

SO S B L ey

. - N N B i R Lg ~
A B -, " v, ¥
.. R y
.

VIII. *Monitor the progress: of- the program. - SR
A. Secure on-going feedback from teachers and volunteers.
B. Solve problems if they arise.
-C. . Promote ‘communication and act as liason.
D. _Secure from appropriate sources the necessary support materials (i e,
-sign-in forms, buttens, etec.) ° ‘ .
‘E. - Prepare bi—annual report. -’

IX, Evaluate the progress orf the program. - .
A. Plan for and conduct perfodic and final evaluation activities.
~  B. Make changes based on evgkuation information. .

X. Plan for the following year's program. . .
,A. Hold planning meetings with-new leaders. U
B Provide for the transfer of materials and records. S

e L -
- . N ‘
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.~ " CENTRAT OFFICE :

$chool Volunteer Program of Mitmd.

Dade County Publie Schools * o

1451 North Bayshore Drive. 10th Floor

Miami, Florida 33132 -t

Phone: - 371-2491" - o T T
.* . School Mail®Code: .A-1 -

»,
~a

L -

. Coordinator of Volunteer Services -
Dr. Audrey H. Jackson .

¢
Iid

Secretary: | Jeanette Woske - LT

Nancy Cooper ) .
. Secretary:’ Dovie Nichols: ‘
Volunteer Specialist (TsA):
. ) Lauren Swinney .’
. Lou. Alexiou
RN . -+ Cindy, Morgan :,
Producer/Directdr: Tim Martin !

|
|
[
+ ‘ Coordinator of Televis‘ion Training For T. T.V.

-

Coordinator of Training Program
Gind Craig -
_ r Secretary: Lynn Sutton
Volunteer Speci*alist (TSA):
- ;Debbie Coursey
MJ.riam Sager

?

i2201 S.W. 4th Street

Community Resource Guide Specialist (Clerks)
_Karen Summers
o Henrietta Bilhotn

.'ﬁtﬁ‘ N
L e Cx

&

e L ' . ‘ ,‘ -] ,. .'. 4 k’ A .“ -" M »
AREA OFFICES =~ .- "~ . " < A " "M

€

- Schiodl Mail Codé. I—»!; ' .

" Area Superintendent: Farl Wells .. .
- Area Volunteer Specialist' . Don Schwartz

' Sehool Mall Céde* XX=5¢ ‘{ L

- North Central Area (Curriculum Center)
Miami,. Florida = 3347 .. -

" Area Volunteet .Aide:
Area 'Superintendent' James J. Norton

+'5120 S.W. 72nd Street = - .
. Phone:. 666-—4622 e T et

Area -Superintendent: . Robert Turner . S
‘Area Volunteer Speci#list: Joy'Usich _ ..

<« £ . .’ . : :
‘South Sub-Area Office “Phone: 323-1224

- 12401 S,W. 74th Avenue - :

- Miami, Florida 33156 .

‘School Mail Code. NNN-1g

Y A 4 * , e,
. [ A .
16 ) ‘ :
- i . Va

v " * * A ’ . 'n‘._ M
Northeast Area Office Phone: 891-8364
14027 N.W. 16th Court- < A
North Miami’, Florida 33161
Area Superintendent" John Earle,

Area Volunteer Specialist: Linda Traylor
Area ».Volunteer Aide: ‘

Northwest Area nex Phone.\ 685 8265
5987 East 7th Avenue . - "
Hialeah, Florida. 33012 it

Area Volunteer’ Ai,de'

. .
-

Phone: 839-4750 , a
6221 N.W: 29th Avenue o *

Area Superintendent: l)r. Jeff West. |
Area Volunteer Specialist: Johapna Bullock -
. Y e

School Mail Code: TT-2

M

South Central Area Office Phone. 642;7555
Miami, Florida 33135 R

Area Volunteer Specialist: Thelma Green
Area Volunteer Aides T S e !
School Mail Code: WWW-Z . ’ \ ‘_ |

Southwest Atea (Curl;iculum Center Sunset Schoo

Miami, Florida 33143 - . ;

-

Area Volunteer Aide: , . S
School Mail Code' -EEEE-1 -

.>‘:

LN »

Area Superintendent: Donald Burroughs
Area Volunteer Specialist' ona.,goldstei
Area Volunteer Aides

N @



o s DIVISION OP RBSI’OtLS‘iBII.I’IY.c oF SCHQOL VOLUNTEER PROGRAH (sve) PF‘RSONNEL

’ D)
-y
‘ R R / .F - .
» T v, Lot . N
4 [ < 2 .

, - /,c

mzvor.mnzas:man- [ A

Bt $‘ v.lfpdetatand ﬁotivatim and attitudes fot service. ...~ /

f» /Attend o:iantatiou and training aeasions. & . A S

;,.. An'ange for a substitute with the approval of __tha $chool Volunteer .
Pl Chairman. . .- T - : - "

Have matatials‘ anil :I.deaa' réady and activ:lt:l.ea‘planna,q. 2

+ - o

. Conplete ‘evaluation tapo:ts and recorda.

Maintain commication with the taachera and ‘school chaiman, and -
UL p:ovide infomation as needed by the SVP coordinator. -

A Respect confidentiality of. educationll principhl and prowm °f
) the school and-of students' sbilities and prasm-- ;

’5’: ~ o

: {{, . Be wiuing to receive conatructive criticism. - /’ : o -
Take requirad heaJ.th tests. - R ( ' ’

L

b

. T Be dependable, flexiblé, and w:l.ll:lng to be a ten partner. ‘

Be willing to be reaaa:lgned, when placement is not mutpally acceptable
of whan a particular child has “achieved the preacr:[bed 3oa1.

o RN : ~' P U T :
. e e . . e ._-,‘ L AR o
.o 'BHE SCHOOL VOLUNTEER-QHAIW' shall: -, - K cwr L s
e TN N 3e c. <7 “s . . R P . R
. » « t P e .

; O . R “ - .
NEY .- . ’ e . . . . - Ao Cae mewne e
. . - 4 S A D 4 ‘

.y

- .‘ e "‘V~“ . ‘ <., ) NS ..
THE SCHOOL VOLUNTEER RESOURCE.PERSON'ghatl:” ~~ .* ‘' .. “ | N
e ke . 5 T . R
L ; R D S R -

v . -, . .

* Follow the gﬁ‘idelines'- in the job cfebotiptioﬁ. L e

I3 -

|
|
|
|
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1
|
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J
|
AFollow the guidelines 1ni'the iob description. - Lo 1
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|
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1 1. :
‘ - T COMPONENTS OF, THE SCHOOL VOLUNTEER PROGRAM o
i ‘v - N A - g L. ) . \ S ‘;‘
i Parents = General Citizenty - Senior Citizens, SR . .

. This group plays an iﬁportant role id the school—level volunteer program.
. They may come as a regular volunteer and serve two or more bours per week in
one of the fourteen jobs which have been describe for volunteers, or they may
. come 4s. needed and serve as speakers, room mothers, chape ones, ete. .. ... %

*

’Bus:[nesshndustry' ’ S, .

~ v o A

This group adds @nother dimension to any VOlunteer pr gram. Using-

as ?gular volunteers .

¢ - Students S K o .
. ' College Students RN

. Vital to ariy well rounded volunteer program is the college student.
.' Many of the students volurtteer as a field experience for their regular college
class and earn college credit for time spent working in the public schools,
. while.others volunteer because they see the need_and wish to help‘ extend and
o enrich the. exp,ei'iencea of others. . (/‘ o . . .
) { . , ’ ' L - :

- -®

. . Turn About Students .

While dorld:ng daily under the direction of a teacher" as a tutor or:

~ classroom agsistant, these junior and senior high school students help,
. \ only . their younger counterparts; bt also. themselves. >

pe- ~ e ' . . . . N E

. > . PR ‘ .
C e . ~ . e -

B . Source Of -.* g Category B - . . . Service
. Tol: 3. . . ; Comnunity || 2+ Hours’ :
|- Volunteers _Regular | “RRROTCeY || Fach Week | As Needed:
_.W » - ‘o &i. "lt‘ .AJ"‘“_!‘ ;. .: ’ . N ’ ~ ,'
2N - |Parents, . |’ X ol X, X ‘ol X !
General Citizehry . -X - X . ofr X
+| Seaior Citizens .. . X r X X oF.. X .-
Businessllndustﬁ . X £ g X .1+ X ofr X
R College :Students ~ X " X
» - ) . ’
|Turn About, Students ~
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'# | SCHOOL PROGRAMS WHICH NEED SPE
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- The Dade County Readi_g Systeme has been develc}ped by the Division of ;

Inetruction, Dade County Public Schools. Projectione for the 1973—74 echool4
yeat indicete that approxinetely 1,200 teachere will be using the system
with 36,000 students. The assessment/nanagementayeten, itseli;‘, is deaigned

to be uaed with anyéreading mlterielo in ‘the school. ‘ It includeﬂ provisions',

primer through'sixth )Afar readability 1evels. It presently conteins 480

decoding and 201 comprehension objectives. All objectivea gre categorized ‘ T

J' - * -~

and asaessed in a total of sixteen pnpil dsgessment booklets. There

are elso two placement tests, one £or decoding and one for} conp:ehension. .

P

|
|
|
:
i
1
|
!
|
oth decoding (worxd, attack) and conprehens;l.on skills -from , j
1

’
> o

" The elementary ni‘themetic: program develops the,baz‘sic'copcepts,; relgtioné, ’
_operations dnd properties,, associate'd" vith sets , nuneration,' geometry;*mea-

"surement, probabil ty, statietics end logic. The major dimenoione of the .

:.\ Lot

i program are: computation (bpeed ckills), reuoning (power skillg) .and the

underlying pre-mmber skills. Syctems approaches to mathemntice employ a
technology and the conponenta, or sub-syltem, “¥or individuelizing inetruc-
tion for pofenﬁitily gifted aVerage angd’ below average atudents in the

reguler classroom end achool setting. Systems epproechu include' .

\i ¢

1

7 , e. ‘An uensment eub-—systen -
b. An itfstructional subvsystem ) ' ‘/j

.

- . . K “‘g& <o,

< ,,~“‘: o7 L 9«»"1: \%
ooy . N ' T By

/‘?«. .0 } . -, ' .

ol / .
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) The Kindergarten Progrsn, developed by the Southvest Regtonsl Laboratory
.' : (SWRL) for Educational Research and Development will be used with more than

10,000 students in 161 schools in Dade County during the 1973-74 school

v _year.” The SWRL Program consists of two bssic systems and suppprt systems

. D s
. The first basic system, The Instructional Concepts Program, develops 96 \
. e N -‘n,
- . concepts-colors, sizes shapes, anounts, positiona, ,pre-msth and pre-reading -
ot ‘ - ) ‘
‘ ' terms 'I.‘he second system, 'rhe Bejinning Resding_Program, includes recognition

of word elements md letter names, a re ng vocabulary of 100 words and . } :

|

;; - - " ' the ability to attack words composed {3 learned elements.'_ ‘Ihese skills,‘ \

¢ .. in addition to beginning conprehen ion skills, provide the basis £or a - .
\child's future success in readi‘ gi. To .ensure each child every chance of . '
success, SWRL includes support systens whereby specially prepared materials ) ""1

enable non-professional tutors and parents to supplement regular classroom

- A instruction. R . K ' N S Lf" oL ‘\,,r
N e o . . ' . v - ‘ :
' b "'Llsrmsgs" ' T : )

LS

This progran, developed co-operatively with the Dade County Mental

Health Association and the School Voiunteer Program, recruits, trains and
. -
~',‘ ’ places volunteers to act as listeners to elementary level sttﬁ'ents. The

T » & .

o listeners work under the direction of an elementsry school counselor who

A

S selects the students and supervises the progrnm. Working on'a one-to-one
- ) i w - ~ .

- , or small group basis, tLach listener attempts to build a positive relation- ‘
ship with the- students{ ‘ The program is not crisis-oriented it merely B
tries to lessen anxie ,}y and create an opexk/spherek.-.&dditional in- ’
service trsining and advice is provided by ‘the professionsls in the Mentsl

Health Association.




TYPE OF WORK:
BACKGROUND:

DURATION OF JOB:

- DUTIES OF.J0B:

»

-
ca

VOLUNTEER

QUALIEICATIONSf

L4

ﬁ\,.

TRAINING PROVIDED

PR

CONTRIBUTION:

»

’ 2, Preparing‘arts and’ craft ‘materials for student use.

- As the schools of Dade County seek ways for each
. to the fullest, awide.vartety of arts and crafts

3. Preparing'art materials per JEquests from teachers

. care and cleaning of.materials

ARTS AND-CRAFTS ASSISTANT 4

student to .discover and. develop all of his abilities'

activities are needed. - By workimg with,the teacher _
toshelp students develop their creativity and feel

:_proud of their accomplishments, the volunteer will- .+ -
provide many.ngportunities to students. that would ‘

not otherwise be ppssible. T .
Minimum of two hqurs per week for one semester,
during regularly established school hours.

Work under the direction and in cooperation with

the art or-classroom teédcher, Generally. the
asszgnment wil;,include one or more of the following
tasks: )

‘;

1. Assisting with the placement of arts. and crafts @" ‘;‘

materials and equipment in rooms scheduled for use. d

o

4, Helping students assume~responsibility for proper

5, Encouraging students to explore new techniques,
uses, and effects of a variety of*art materials .

Helping with inventory of supplies

7.. Giving individual help to a student ok small
group of students under the direction of the teacher.

8. x.Ass{ting with the fi1ing “and. mai ntaining records
of progress on student art projects. &

Pre-service and inservice training .11 be provided

Cooperative manner, ability to relate. well with s '

othevs, especially children-and youth; interest in- *

©drtsand crafts; willingness to follow directions

Wu Provide additional opportunities’Tﬁr art .and clasé=

room teachers to use arts and crd¥fts activities to
individualize instruction




TYPE OF WORK:

~ BACKGROUND:

| .
w b - s

AUDIO-VISUAL ASSISTANT -

As the schools of Dade County seek to indivi dialize
instruction as, much as possibTe, a.variety of multi-
media materials” and equipment ayve used., With the
exiSting demands that are made on teachers, there,

is Tittie time available for the preparation of thdse
materials and equipment; thus the assi stance' of a

__volunt

DURATION OF JOB:

DUTIES OF .JOB:

>

TRAINING PROVIDED

VOL'UNTEER
QUALIFICATIONS

CONTRIBUTIONS
o A

-

_teacher in better providing for the students needs. ‘7, -

Minfmum of two hours® per week for one. semester,
during regul arly established. school hours

Nork under the di rection and in cooperation with the
librarian or audio-visual teacher. Generally, the
assignment win inciude one or more-of the foﬂowing
ta’slg;‘ S . N

1.- Operating audio-visual equipmeht

‘2. Delivering fﬂms .and filmstrips to- teachers

A ]

- 3. Preparing £ilm reqaests for teachers

4, Preparing overhead progectuads.

5.. Assisting with the placement of audio-visual
equipment in rooms $cheduled for use.

Pre-service and inservice training wi‘i'lbe provided._

Cooperative manner; interest i n multi -medias
ability to operate machinery. °

Provide additional opportuni ties for teachers to
use a multi-media approach to i ndividuali zing
instructwn LT R




. TYPE OF WORK:
. BACKGROUND:

-
£

o

T

DURATION OF J0B: %

hd

TRAINING PROVIDED#* Preaservice and inseryice *

ot

VOLUNTEER . -
QUALIFICATIQNS

" CONTRIBUTION:

cLAssaoonAssmmN\i S

The goals of the classroom teacher are to motivate and 1
guide each student to develop to the fullest his own |

_ potential. Because of the pressure of time and the

" number of pupils involved, -asSistancé is needed to

' DUTIES OF J0B:

o 4. Preparing_games, teaching dévices and “dittoes . / ;

N

- Work under the direction and in cqoperation with the

fZ, Assisting students with specia1 projects.

5 Helping with inventory of supplies and c011ecting

“perform non-professional “but necessary tasks, so the-

teacher may -devote full attention to- the accomplish- - -J«j
ment of his objectivesY S . S '
Minimum of two hours per week for ore, semester, during
reguiarly estainshed school hours. :

RS

classroom teacher. Generally, the assignment will ‘

“include one of more of the following tasks:

1. Giving individual help or clarifying tgacher 's

_directions- to a student or small groups of students
- under the direction -of "the teacher.

3. Checking attendance, re- dmdssion notes, permis-
sion slips, telephoning abs tees as requested

money such as for lunch; field trips, etc.
6. . Sharing resourceg'and taients.; ,'= ‘ e ": 1 o

7. Assisting in decorating rogm,” cutting mats for = .-

- pictures, changing pictures on bulletin board, etc.

“}‘ };-h 8. Assisting {n-the - SUpervision of %tudQNtS on the

;/Playground ; and"6n field triny %gggguﬁv e

"Lng‘ﬁgil be provided. 3

Narm persona]ity, ability to follow directions interest °
fn childrenand education; ability to relate we11 with -

fchildren at thefr level,

.
1]

‘Aiiow teachers more professiona1 time to spend with

- class and individual students. , '\," 2

Assist in‘building individual students se1f-concept. ‘

Help students develop a-more positive attitude toward
sch001 and academic achievement

. . . T . B
‘ 7
- ‘ : ~ “
‘ ’ 23 ’ ' ) o )
] . , .
’ ., . - e

ST 5 . R



TYPE OF WORK: - CLERICAL ASSISTANT - © : A

"BACKGF'!OUND:" ' Maintaining accurate complete and current records *
. : for each individual student is a major responsibility
% of the school staff. 'Appropriate student placement,

o _ ~» _adequate school funding, and effective schoel - -
' - . . « -community - home relations depend greatly upon the -
. . . _work accomplished by the school clerical staff. A ,
) volunteer clerical assistant may provide much . .
N ‘ o needed support. in this area. - C .
S DURATION OF,JQQ&. Minimum of two hoirs per week for one semester,
- ~ "7 7 during regularly estabHshed school hours. ™ L
DUTIES OF JOB: Work under the direction and in cooperat"fon with the
. . ‘ . school secretarv and principal. Generally, the assign-
: \ t - ment will include one or more of the following tasks: .
. o o Assisting with t?ephone by taking messages when -
- - : necessary, placing c@lls wheh directed, checking
ot _ attendance for tardiness and abse teeism. )
g K | 2. Assistmg with fﬂing (exc%for confi dentia]
' o material).

» 3. Sorting and coHecting ditto’ mater1a1
S o ' .4.~,0perat1ng dup]icating,gquipment
' ) —- 5. _Typing forms 1etters, nbtices, (optional')‘. ’

'VM 7

R B - ] . 6 Addressing envelopes me“ésages, notices.

~7.‘ Sorting, stamping; and 0pen1ng mail. . '
" 8. ‘Running errands con(t%cting teachers deHver1ng ’
messages, coﬂecting money or pertinent materi a].-

S e o L Do, Helping with 1nventory of suppHes
* - TRAINING PROVIDED: Pre- service and inservice traming wﬂl be provided
" VOLUNTEER . Accuracy; emotionally mature person who {s abld to
‘QUALIFICATIONS: - - follow directions with.a cooperatwe attitude _ .
* CONTRIBUTION; .Enable secretary to assist principal in more tasks T
. b which in turn will allow prineipal time for ardminis-

t

|

|

-

: oLhe o trative and supervisory duties
|

|

. - - Y ) . .
- . e . « . [N

20 ..

" . . . , >
. .




. BACKGROUND' As the student popula¥ion in each schoo'l continueg to
. o / .. . ... increase each year. providing adequate health care for . - .
students becomes a more:and more difficult: task. -A
volunteer clinic assistant may provi de valuable ser-
¢ . . vices.to the educational ‘process. by helping’the teacher
‘s - - and sch001 nurse meet the hea1 th, needs of students

° DURATION OF J0B: Mihimud of mo hours per wéelgfgr one semester, during -
L réguiar'iz( estabHshed school hours, .

o . DUTIES OF JOB: Work under the di rection’ and in cooperation with the
~e T e ' principal and public health nurse ‘assigned to the

- .school. Generally, the assignment will inc1ude one
or more of the fpllowing tasks:

1.. Keeping the health room neat and c1ean at all times.

L " ‘ 2. Being responsib1e for clerical duties regarding
. ‘ . health services: sorting, te1ephoning, and ordering -
ST . suppiies. R \\

"

- - 3, Performing routine vision and hearing screening. )
; ‘ and assist’ing in pre-schbo1 roundups .

\ gy 4. Submitting test ne?’orts to public health nurse for
' . , review and possible fo

5. Notifying principal’ at .once in-case of accidents or
acute illnesses, Notify parent if directed by principa‘l

low- up on health. prob1ems. c

s

SRR TYPE OF WORK: . CLING ASSISTANT L | l
%
|
I
j
|
i
i
l
1
]
|
J
1
4
1
|
|
Z

: . 6. Assisting with students sent to clinic becaus |

. K of wet, soiled or torn clothing. Sl - j

. A 7. Being prepared to talk with indi vidual students X : |

S ; about hygiene and its importance. C, . . i
Lt 8. Maintaining communication with classroom teachers - N
<o concerning individua'l students \ S

i
i
‘TRAINING PROVIDED | Pre ser‘vice and inservice training will be provided ' 3 j
é
1

- VOLUNTEER : AbiIity to get a'long with others especial'ly youth
-QUALIFICATIONS: . reliability; abilityto keep 1egib1e becords; abi]ity \
. to communicate clearly; neatness; ‘warm and understanding 1;
‘ T - personality; willingness to accept supervision from |
R WP principa1 and pubTic health nurse. - * SR

CONTRIBUTION: . Provide schoo'l hea1th nurse with services to help main-
i tain a health ‘program meeting student needs.

.
x - . -
c. F DR .
. - N : ) e .
N « R o ?
e . . . . . ;
- . . . . . - . ‘
s . 2(" s . , i
e . 15) . ) |
v s .
N N 1 * . - > ~ . . '
. .
. N .
. -
-

oL Il
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."TYPE:_ OF WORK: ° | COUNSELOR‘S Assxs'TANT'

* BACKGROUND: * As the schoo]s of Dade County seek ways for each student
: to acquire the attitudes and habits essent1a1 to thee - - -
“ maintengncer of good mentalgealth, a need arises for the .
- . assistance of a volunteer skilled in tHis area.- Such L
. | developmentanand supplementary assistance wiTl alTo the -
- o teacher and/or counselor to better prOV1de for the rieeds
- T ..+ of the 1nd1v1dualﬂstudents. . ‘

DﬁRATION OF J0B:" MJnTmum of two hours per week for one semester, dunng1 ‘
” ; regu]arly estab]1shed’sch001 hoursv .

DUTIES OF JOB: :g work under the d1rect1on of and’ in cooperat1on w1th the
- ~principal qr guidance, counse16r. ‘Generally,. the dssign=’
. ment, w111 1nc1ude one or’ more of the following:

. ’ - . L Pre-screen1ng students who request 1nterV1ews w1th . .
’ i .counselors in order to refer themto the appropriate SN
counselor or agency. (For example: legal problems would .

* be referred to the police resource officer, siglit and/or -

) . . hear1ng ‘problems to the school specialist, and conf1den—~
- - tial-matters to the counse1or‘)

"12. InterV1ew1ng the, students who-request schedule or
classroom changes and interacting with- those whose re--
; quests reflect an eas11y neso]ved emot1ona1 or persona1
o ] s1tuat1on. S .- - PR :
' . 3. Gu1d1ng ‘the students in the use of resources wh1ch pro-
vide information in the areas of occupat1ona1 guldance or
LT s ' col]ege selection. ‘ ) :
o ﬂ o 4. Gather1ng 1nformat1on and keep1ng records “on gu1dance
.ot . .. related topics such as absentee1sm, health prob1ems ect.

'5.‘ Nork1ng on projects and’ 1nteract1ng w1th students as-' .
darected by the. counse]dr. . ) . N

-~ ’ : PO : -2

o 6. Accompany1ng the-counselor and work1ng w1th h1m when ,.f
o L appro jater- .o , o

. 1
& ?1-\. -

-~

.TﬁAININg’PROVIDEbtr Pre-serV1ce and 1nserv?ce tra1n1ng will be prov1ded

.

.. < .-VOLUNTEER ... . . L o o

QUALIFICATIONS: Abi11ty to relate we11 ) others;‘espec1a11y childremrand
. - ' youth; patience; a caim and stable attitude, 2 pos1t1ve

~
.

%

, xg outlook on 11fe, Can1dentiaInty. .
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. TYPE OF WORK: ‘ Laugugee'ARTS/READfNa TUTOR - .~ foa
“ BACKGROUND: Even though students have’ varying. language needs, all
. need to extend the Tanguage skills of listening, speaking,
reading and writing. - A volunteer working with the
* language -arts program-can assist the teacher in pro-
‘ viding experiences to meet the needs of pupils. o .
DURAT3ON OF JOB: Minimun of two hours pef week for one semester, during
» . regularly established school hours. ’
DUTIES OF JOB: Work under the directior and in cooperation with the

tlassroom teacher or special reading teacher. Generally,
. the assignment will include the following tasks:

. ... -1, Obtaining bopks and materials on requested topics.

2.° Reaéﬁﬁg stories to individuals or smaﬂlgroups
.~ .and guiding students t6 do free reading. . L

3. - (;onstr:uct;ing reading b;:,o‘k‘letjé and experience charts. :
4. Givingindividual help to pupfls. = .7 -
5. Qperatiﬁg audio-visual equipment {1istening stétions;;

. “ language master, film and film strip projector, etc.).

6. -Becoming skillful in the use ,of“ective'_ gdestioning.

LA

1. 'Assi'sting the éiassrobm"teacher in provmi}ig a- L ]
variety of experiences in speaking and listening activities. |
| |

8. Assisting in arran-ging the classroom setting and
duplicating materials for planned acti v1t1e§. T

o . 9, Filing-written work in stu_de“ht;"g v\lorﬁ‘i"older.‘, .
'TRAINING_/PROMDEDE Prge-s,qrvice and fnsgry,jce training will be provided. '

- VOLUNTEER " . Warm-sincere interest in people particularly chi 1dren

"~ QUALIFICATIONS: and youth; some knowledge and ability in the area of .
L 'I?guage arts; patience and dependability; willingness *

to follow directions. ’ BN

BN -

CONTRIBUTION: ° Develop.in each student a love for-reading and awareness
- - . of language; help -the student to see himself as a person
-who can successfully relate to others; foster the .
concepts of literary skills; assume a supportive rote '
thereby freeing the classroom teacher to utilize her .
professional training in indivi dualizing. instruction.

A

\

I T P I
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TYPE OF WORK: LIBRARY /MEBJA CENTER® ASSISTANT

BACKGROUND: As teachers seek to encourage students in the discovery
: approach to learning, use of -the materials-in the
school Tibrary becomes increasingly more significants -
. , L in the educational program for students. More mean-
Co + ingful and creative student and_teacher use of library .
resource material may be established with the .assistance
and support of a voluntéer Horary assistant.

.. : ST >, , )
" DURATION OF JOB: Minimum of two hours’ per .week for one semester, /
' . during regularly established.-school hours.  °
. " é;-\,"‘ .

 DUTIES OF J0B: _

as oM ae

- Work under the direction and>fn cdoperation with the
“schoo] 1ibrarian. Generally, the assignment Will in- -

clude one or more of _t_pe following tasks: '+

1. ‘Writing order cards: -

-

2; Checking in new books(1isting publisher; author ---
and title-of book in library record book). - o

© ) 3." Checking n the ne books against nvoice.

LY
-
P

. 4. Preparing péckets. and cards” for new bapk's. -

PR _;'f ' ., 5. Pasting ‘bo_ckets'andkdate due s1ips in books.
' ' 6. ‘S'tamp'lng books “wi th ownership stalri).*‘ '

-
£

\ 3 C " 7. “Lettering spine of books (‘.’Pt-iﬁ‘?;‘”"
' "~ .8. shellacking books. - ! . :

9. Making minor book repairs. C N 3
10. Filing (optional), | o |
11, Reshelving books. e

o

- . ~
- N

Lo 12, Checking order of books on ’she'l4vé:s'.
TRAINING PRQV,‘IDED: Pl‘e—gervice and inservice tr.a_'lﬂning wi'ﬂ be provided.. = -

.  VOLUNTEER Cooperative attitude; cheerful and willing to follow
QUALIFICATIONS: directions; interested in students and their reading;
oo - legible handwriting (typing useful). : :

/T N N . " -

CONTRIBUTION? * Speed the availability of books to students; give the
‘ tibrarian more time to utilize his professional training
: ‘ . to work with teachers, classes, and individual students
. . in making full .use of 1fbrary resources. ok

”~
e




TYPE OF WORK: LISTENERR =~ et

. coL BACKGROUND : As the schools of Dade County seek ways for each student

C to acquire the-attitudes and; habits essential to the - -.
¥ _ .= -maintenance of good mental health, a need arisés for

L - . srasSistance of a velunteer-skilled in this area. Such

N ... * ‘% developmental assistancé will allow the teacher and/or® .

o - S : ~ counselor to better provide for the needs of-the -~ — -
N . < - individual students. . o :

N . > . *

DURATION OF JOB: Minimum of two hours per week for one semester,
during regularly estab]ished school hOurs I

'DUTIES-OF J0B: . Work under the direction of and 1in cooperation with
’ the principal, guidance counselors or teacher as a

non-crisis oriented lay listener. Generally, the .

assignment wili include one or more of the fo]lowings;

, ‘tasks: i o
. :' L ’ o1, ’Consulting with the principal, guidance counseior -

- 1 .. and/or teachers. - - -

2. Developing a friendiy, Supportive reiationship )
with assigned students o

¢ Ay
s 3. Pianning activities which will lead to increased
. R conmunication with assigned students

4, Providing a positive modei without forcing own -
vaiues W . .

.o Listening to the thoughts and feelings of the ‘ TN
A ' , assigned students. - ST

. b Keeping brief observative notes on the progress i
.of assigned students S T .
7. Participating in regular feedback sessions designed
to-increase both perception and skills.

TRAINING.PRO@IDED Pre-service and inservice training wiil be provided
VOLUNTEER ; Ability to retate well: with others, especially children
< QUALTFICATIONS: and youth; patience and cooperative attitude in working
S .oa with students; a stable, caim attitude and positive .
S e ouﬂod<on1i& T S

* b . - %

CONTRIBUTION: Provide individual attention to seiected students
! . through the development of a positive, supportive
4 = - relationships where the student would feel free to =
- ) . express his feeiings -and thoughtse e e T

N
™ i Y
.. . . .
. ¥ : . . “ . . «
. .
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TYPE OF WORK: -

BACKGROUND: *

Toor

" DURATION OF JOB:

DUTIES OF J0B: "

- TRAINING PROVIDED:

YOLUNTEER

_ QUALIFICATIONS:

CONTRIBUTIOR:

»

- tant indivi dual attention 1n meeting a student s needs

’ 3. Dup'licat1ng mater1a'ls for . use 1n ‘class .and at home >

" apply math skills to real 1ife situations outside of.the

. 6. Ass1st1ng with record keepmg

MATHEMATICS TUTOR -

e

3, -—5\ a

As the schoo'ls of Dade County seek ways to develop ways
for all students to imprové their math skills to the
maximum of their abilities, the opportunity for some
students to work individually with a tutor-may make the -
difference in determining whether or not he learns and - -
Tikes math. A -volunteer math tutor may provide impor-

1n this areag .

Minimum of two hours per week for onp"semester, dur‘]ng’
regularly’ estab‘l1shed school hours. : '

Work under the direction and in cooperat1on with the s
classroom teacher, ‘math ‘teacher, -remedial teacher; . . °

or other person -designated -y the.principal. Generally,

:hekassignment -will include "one or mors of the fo'l‘lowing

asks: -

1.. Giv1ng indi v1dua'l he'lp to 1nd1v1dua‘ls or small groups

2. Preparmg math games and teaching mater1a'|s

+4, “Talking with students to he1p them discover how to-

classroom, (e.g., re'lationship to purchas1ng, science,
.sports, etc:). ‘ ) . .

5. ttarify1 ng teacher s d1rect1ons ‘to ind1v1dua'ls o

. 7. Rev1ew1ng prev1 ously taught math skills with absentees

& Maintaf] ning and repai r1ng spec1 al math equipment

, Pre—service and 1nserv1ce traTn1 ng will be provided j
] Ab1'|1ty to relate'well with others, especially chﬂdren' - 1
]

4

and youth; some knowledge and ability in new math;

patience and cooperative attitude in working with students,
wﬂ'lingness to-follow directions. =~ -~ .
A'l'lon teachers more professional time to Spend w1th
class and ifndividual students. , Help students develop .

2 more positive attitude towapd school” and math. . Assist -
_in bui'lding 1nd'lv1dua'l student's se'lf-concept ‘ ﬂ
v o : “'

11-16 -+ .. - i



‘,TYPE 0F WORK:
BACKEROUND:

v

. DURATION OF J0B:

“DUTIES OF J0B:

e

‘TR'AIN.IN(I; PROVIDED:

VOLUNTEER
QUALIFICATIONS:

CONTRIBUTION:

PHYSICAL EDUCATION ASSISTANT .

-

In seeking to pﬁ)vide a wider variety, of experienees for °
students through- physical education, the need arises for -

skilled volunteers to work in this area. Then the teacher
can better provi de for the needs of the dividua1 students.

_Minimum of two hours per week for ong/ semester, during
regularly established school hours

Work under the diréction and in coo ratiorr with “the
classroom or physical education teficher. ~The suggested .
duties may be classified under three headi’ ngs. Generally,

- ./4«1

the assignments wi l'l incl ude one. or” more ofythe following
tasks: - L. _ “
1. Educationa'l Materials Assistant - preparing materia'ls
for instruction; maintaining bulletin board displays,
operating audio-visual equipment.

a. Take care of equipment room and equipment N

‘b. Make perfodic safety checks of equipment.

c. Help maintain indoor and outdoor playing areas.

d., Help construct teaching aids ) o

2. ‘Instructional Assistant - demonstrating skills,
assisting individual*students, and performing some of the-
assigned duties of a C'lerica'l Worker or Educationa‘l .
Materials Assistant,

’

a. Assist at fire drills. f e o

b." Enforce safety rules. .

c. Assist at playdays, exhibitions.and sports days,
d. Serve as -an official for contests. - .

2. Supervise non-participating students. #

f. Ass,ist with, physical fitness testing program.

" 3. Clerical Worker - providing ‘clerical assistance and

.. performing Some of the d...t‘.es of an EducationaL Materia'ls
Assistant
Check attendance and maf ntain student records
b: Unpack, count and store new equipment.
. ¢. ‘Distribute and collect equipment. '
d. Make periodic inventory of equipment and supplies..
e. Duplicating materials for tests, etc. )
f. MAssist with correction of‘objective tests.

~

Pre-servi e and inservice training #ill be provi ded.

’ Interest in sports and physical: activity. emotiona'l'ly

mature, -dependable, sound character; ability to do clerical

work; abi1ity to get along with people, especial'ly youth, o

wi'l'lingness to serve; good health.

© Provide opportunities for the teacher and physica'l ,

education instructor to -better serve the needs of tne

. individua'l students in the program.,

T P R
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J'TYPE OF NORK
‘ ' BACKGROUND

-4

' DUBATION OF JOB;

DUTIES OF . JOB:

s ¢ é‘ 9 éw
. gzé‘g

.
LT

TRAINING PROVIDED:

_VOLUNTEER  *

QUALIFICATIONS:

CONTRIBUTION:

" Work under the direction and in cooperation with a

-9/11nterpreting in Spanish for the benefit.of newly.

" e, writing Spanish versions of notes to parents or
_comments on report cards written By teachers.

. - .
9 . 3

SPAN ISH ASSISTANT/ INTERPRETER .

1

The increasing numbers of Spanish-speakers in our

- community’, and especially<of parents who cannot

understand English, make it necessary for our schools
to depend on an_interpreter to establish effective ,
communication with a large nunber of homes where only i

- Spanish-is spoken‘ o _ e mmes et

’

Minimum of two hours per week for one semester,
during regularly established sch001 hours

Cuban aide or a native Spanish-speaking teacher.
Generally,-the assistant interpreter may do one or 7
more of the foﬂowing tasks L _

" Writing 1in Spanish - not mereiy ‘translate - all
comnunications such as announcements, permit slips,.

-etc., that go from the school to the parents in
'Spanish '

2. Speaking to ;}ents and other visit,ors in Spanish
as they come td¢ the. school, and interpreting their

Jneeds to the appropriatelchool personnel in English.

3. Speaking to parents.in Spanish in order to interpret
school policy and rules during ini:erviews with principal

" and other- school personnel

o

ved students -during interviews with school persow\ei

5. Writing English versions oi-' notes - coming from
home in Spanish .

~

p——

»

7. Serving.as interpreter for Spanish-Speaking parents

"at. parent teacher’ meetings

Pre-servi ce and inservice training will. be provided.

Courteous, friendly manner, ability to speak and write '

_ English and Spanish fluently and correctly, as an)

educated -native speaker of either Janguage-.

\ Provide ‘effective qonmunication and understanding
- between $chool and home in communities that are highly
i popul ated with Cubans and other Spanish speaking groups.




i\V-PE OF WORK:

BACKGROUND.

DURATION OF JOB:

[DUTIES OF JOB:

-

TRAINING PROVIDED:

VOLUNTEER

- QUALIFICATIONS:

CONTngUTIONi

£

A\

\

<
¢

SPECIAL ACTIVITIES VOLUNTEER

4
Schools in Dade County have a number of act1v1t1es that
offer occasional but important support for both instructional
and non-instructional programs. Such special activities are
often carried out with the cooperat1on of volunteers. {
As needed by the school for the duration of a part1cu]ar )
project.

Work under the direction of the principal of the school
or his désignee. Generally the assignment will include one
or more of the following tasks:

1. Serving on school advisoxry comm1ttees, P.T.A. T
special task force.

2. Assisting with the planning and promot1on of schoo1
events such as carnivals or fairs by preparing oo
decorations and food, setting up and mann1ng booths,
serving as social directors.

3. HWorking in the school store.

74, .Chapéroning special events such as p]ays, dances,
athletic meets, field trips.
5. Assisting with the open1ng/c]os1ng-of-schoo] tasks.
6. Assisting with such official school fund raisin
projects as: selling snowcones, bake sales, etc.
7. Providing.transportation- spec1a1”proaects. -
8. ‘Ass1st1ng with such event ' as career fa&&s, can
Educhtion Week observances etc. .
9. Serving via spec1a] groups such as band parents,
“ team sponsors. *

10. Providing special goods or services, such as donat1ng
food or other items, printing mater1als providing
meeting fac1]1t1es, etc.

r

None ' o /

*

To be dete%mined‘by each task organizer based on t é
specific activity to be accomplished.

.Provides the school with additional personnel and/or,
resources to use for special occasions.

33
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TYPE OF WORK:
BACKGROUND:

™~ "DURATION OF JOB:

DUTIES OF 'J0B:

TRAINING)’ROVIDED:

VOLUNTEER
WALIFICATIONS:

CONTRIBUTION:

to school 1ife.

- 1ife (to build a more positive self-image).

£

SPECIAL EDUCATION ASSISTANT

Students who are in Special Educat\ion classes have
special needs and demand more individual attention than
the pupil in the “average"-classroom situation. A-
volunteer working in the department of Special Education
can assist the teacher as he attempts to provide for -~ . -
the many individual'needs of these exceptional students.

Minimm of two hours per week for one semester, during
regularly established school hours.

Work under the direction of and in cooperation with the
teacher. Generally, the assignment will include one or
more of the following tasks.:

1. Asslistirhlg'in esltabiishmg activity corners.
2. 4 Rﬁ; stores to students. ’

- 3. Assisting in supervising play activities.

4. Filing written work in the students' work folders.

5. Preparing and duplicating materials for activities
and -in keeping records of4such ma_teria]s,

6. Giving individual help to students.

7. Operating addio-\‘fisuaI equipment (f{lm pmgector;
film strip projéctor; listening stations Rete. ).

8. Assisting with the supervision of pupills who are
going from the c]agsroom to other areas. U

Pre-service and inservice training will be provided.

Cooperative arid cheerful attitude; willingness to follow ~
directions; 1ntev€Q§t in students and 1n‘thef r adjustment

X

Assist exceptional students as they adjust to school

Increase .
the amount of time the teacher has to do actual teaching . .
by assuming a supportive role. Develop a channel of '
communications between the school and the community
regarding the public education ._of[exceptiona students.

*

34
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TYPE OF WORK: .
BACKGROUND :

9]

DURATION OF JOB:

DUTIES OF J0B:

:. TRAINING PROVIDED:

VOLUNTEER
QUALIFICATIONS:

CONTRIBUTION:"

7t Minimum of two hours per week for one semes ter,
. during regularly established scliool hours.

STORY TELLING AND/O&'BOOK REVIEWER

Books and reading materials can become a meaningful
part of a student's 1ife by introducing him to
selected literature through story-tellers and book
reviewers. ' Telling stories or reading parts of a
book in an interesting manner. may motivate student's

. interest in a wide variety of ; reading mateptals.

%

Werk under the direction and in cooperation with the
1ibrarian and/or classroom teacher. Generally, the

assignment will include one or more of the following
tasks: . ~ ’ Y

1. Checking with 1ibrarian and determining what classes.;
will be scheduled on the day of assignment.

2.- Obtaining recommendations from teacher or librarian
"as to kind of story or book to be highljghted. 7

. 3. Ci\ecking with 1ibrarian for appropriate filmstrips

or available records. N i

. . S S
4, Practicing and preparing-at home for one or more
classes by becoming familiar with the book or story.

5./‘ Preparing questions which Qiﬂ 'encourage' students
to participate in discussion. )

6. Telling a story or’ réading parts of a selected
book to one or more classes. .

-

Pre-service and inservice training will be provided.

relafe well to students and staff; interest in reading
and{jn students; emotidnally mature; dramatic flair .

Warm personality; clear speaking voige; abi'lej/“to
?f
helpful.

s

Motivate in a very spet;ia"l way student's interest in
reading. . . X

Build student's %e1f-confidence by identifying w.itﬁ him.

Give the librarian more time to utilize her professional N
training to work with individual students. . -,

o

. .85 L
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* TYPE OF WORK: " SUPERVISION ASSISTANT IN THE CAFETERIA, HALLS PARKING
T LOT OR-PLAYGROUND AREA

BACKGROUND : Every experience throughout the school day is a 1earn1ng
experience for students, in addition to those planned
‘Tearning activities’ within the classroom walls. Between’
classes, during lunch, on the playground, or before and
after school the vo]unteer supervisor may offer mean-
ingful assistance to students, as well as serve as a
behavior'model, for_helping students have a successful -
school expertence

DURATION OF JOB: . Minimum of-two hours per week for one semester, during .
v regularly estabTﬂshed school hours.

. k] .

DUTIES OF JOB: Work under the direction and in cooperation with the .
| ) school principal, School: Voluteer Resource Person, or
x . : other person designated by the ‘principal. Genera11y.

. the assignment will include one or more of the ..
following tasks.

A
- .

) . : 1. Assisting students, parents, volunteers, or visitors
4 to their destination on the school campus.

2. Helping students’ and visitors abide by the schoo1

o T rules and poMcies concerning hall passes, visitor's
o ) .. passes, safety rules, cafeteria policies, etc.
\\\\__ C 3. Talking with students who are in the halls between
~ ’ classes to help them locate and return to their class-

or other destination.

4. Communicating with students ‘in a helpful and friendly
manner to let them know of your interest in them and
.their problems. )

k]

5. Helping students make an orderly and ‘quiet transition
~ from one area of the school campus to others while -they

are in°such areas as ‘the halls,. cafetéria, parking lot,
bus loading zone, p]ayground, etc. ‘

TRAINING PROVIDED: Pre- service and 1nserv1ce training will be provided

YOLUNTEER , COOperative attitude, ability to relate well to students
QUALIFICATIONS: and staff; interest.in he1p1ng individual students adjust
- ' to school 11fe
CONTRIBUTION: Build student self-concept ‘by 1dent1fy1ng with him.
' Assist in developing and maintaining orderly student

. movement on the campus. - Help students develop a more

positive attitude” toward school and academic achievement.
Develop a channel of communications between the school
and ghe conmunity regarding. pubHc education. ¢ _ '

11-22

-' .- 38




- . y

\\
TYPE OF WORK: 'VOLUNTEER. INSTRUCTOR/SPECIAL INTEREST CLUB SPONSOR
‘ . BACKGROUND: As the schools of Dade bounty seek to pr:qvi de a wide

variety of experiences for all studeits,-need arises
: for volunteers who have particular talents or skills
. ~° and are willing to share these with the students in
order to enrich or extend the curriculum.

)

DURATION OF JOB: = To be determined.prior to service by mutual consent
~ of the volunteer and’ the School Volunteer Program. ,

DUTIES OF J0B: Work in cooperation with thé,principal or hi's‘desi gnee.
‘ _ Generally the assignment will include one or more of
the .following tasks: v "

\

1. Planning the sessions o L
a. Determine a scope and sequence for activities
or presentations . ‘ «
b. Select appropriate materials and resources
c. Arrange for necessary equipment
. - , d. Identify the characteristics of the students
0 . who should participate L.
- - e. Communicate needs to appropriate school personnel-

> ; 2. Conducting the sessions .
| \ o a. Provide intellectual input . o
w - . : b. Provide appropriate practice - = . -0
‘ e T e, s e e SypervigEall activities T T T TR T T
| ' d. Communicate progress to appropriate school personnel

3. Evaltuating the sessions ° ‘ 7
a. Conduct an evaluatién of the progran .
b. Communicate any suggestions for change or.

modificationsto the appropriateé school personnel.
- [ ' ’ Y

PREPARATION PROVIDED:  An orientation session is provided. = = :
VOLUNTEER Ability or experience in a particular field; desire \to‘

QUALIFICATIONS: share knowledge of skill with students; interest in
- . : enriching.or expanding school programs; wijdingness and
ability to be self-directed and dependable. -

_ CONTRIBUTION: Provide to interested students supplementary information
v and experiences.in order to-develop knowledge or skills
in areas mot usually available through the regular school
- curriculum, . ' , , ‘
o . o -+
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. Individual recruiting: C-

?%?Recruitment Methods - o

, |
’1, Encourage peer recrditment' parents recruit parents, teachers
recruit teachers,- students recruit students, senior citizens
recruit jsenior citizens, etc. j
2, 'Visitrhomes, stores, newcomers to the community, etc. 'and take 1
' duplicated or printed informational brochures or appiications. 1
: ; . 1
. - \ — Y . 4
' 3. Establish contact with key community leaders. ' ) ’ .= j
P ' ) B
4. Approach prospective volunteers on a one-to-one basis at P.T.A. ‘
. meetings, school fairs, student councils, school assemblies servlce P
, o clubs, church groups, etc. . . § ";’
5. Start a speakers bureau of volunteers who are, knowledgeable enough :1
’ . to serve as a recruitment committee. . « <7 o
Mass or public recruiting: i
" F
1. Send letters to homes, organizatlons, civic groups, ete. . ’ ]
" .~ Tssue news releases to local newspapers, shop?ers house organs,
,business/trade papersy N
h
3.‘ Sponsor a meeting where a prominent.personality will talk about é
. his/her ideas about volunteering.
y - 4, Utilize selected mailing tists. ¥ . ‘ - 1
‘ . . . . < . ’ \
5; Displdy posters and paraphernalia in supermarkets, churches, ;
librarie$, laundromats, gas stations, restaruants, beauty shops,
' * civic halls, banks, drug stores, carry-outs, .tc.
6. Organize and conduct telephone campaigns and chains.

7/ Distribute brochures and: flyers at community or civic meetings,

shopping centers, or conventions. ) . T
- \\ * —

Delegated recruiting:

1,

2.

_ *See the recruitment samples on the next pages.

39, L
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Contact local chapters of civic, religious and social organizations
anu ask them to announce the need for volunteers, distribute information )
and even perhaps appoint a recruitment chairman, . N - %
Use the faculty and administration of your school.” Explore their social
and civic contacts. . . ' -

. , .
Form a recruitment committee in _your school to develop resources and P4
techniques.‘ l -
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- ' . NEEDED

-

tea

-

SCHOOL VOLUNTEER S'ﬂ

. ~ ‘as

Hall Honitors,_»_glass{oom Assistants, '}‘utors, Storytellers, Library

. Assistants, AdviSors For Girls' Hobbies, Advisors For*Boys' Hobbtes, ) W
i Office Assisfants, Physical Education Assistants, Clerical Assistants, .
] Arts and Crafts'Assistants, Special Interest Speakers (Poets, Book . - . 3
+ ‘ Reviewers, Novelists, Etc.) Special Education Asgistants .. * - . i
v » R ) . . . " 1
.D AD.E COUNjTY SCHOOLS e

N . ¢

“‘oo““oqo"‘o‘co‘too"o"oo“cv(‘oi“oo“nott

. Y
L L RS LI LB NI AT B AR N N NN I NN PSP
L '

Child's Name

;
s
“ . . . » ‘j
. You are needed at school’as a School Volunteer to assist an¢ share in the ° . 1
. educational program for all children. WNo training is necessary. We will 1
train and assist you to do the volunteer work you select. - ) j
) b . M . "
Pleasge s,ign the tear-@Qff and 'x"e'turn~ it immediétely with your child. We _ ;
will contact-you and glve furthét information. . ' .
hekkkkfdodk ok ok dokdd ik kk *kkkddkkdkddhkdhkhdhhhhk ik Fddhkdd il kkdedk s dedokdokick fokk
' : TEAR OFF HERE c -
Name ) _ Address -, X %
v’ . :
Room “Number i 1

: : i

* Telephone Number . |
U7 Iowill partic:f.pate in the School '\Iolixnteer Program. . Yes No }
. The best time of day to call me is: Morning . Afternoon ;
L . - ’ : . 4 . y
‘Evening *

L a




" o - VOLUNTARIOS

" La mejor hora para llamarme est o .
por la, manana’ por la tarde ' PRF 1la noche,

'SE SOLIGITAN

que puedan compartir su tiempo y éus talentos con log es-
tudiantes de las Escuelas Publicas del Condado de Dade.
Pueden ofrecer su.valiosa cooperacion en las aulas, en la

biblioteca, en la oficina, o en la clinica. ’
......’....’......C.....r'...'....:...‘,..."........C:.C."...
- > B N ) ‘
' ‘ _ SE NECESITAN s
. ; ) ,,
- ) VOLUNTARIOS :

que ayuden a enriquecer el programa de las Escuelas- Publi-
cas del Condado de Dade. No se requiere)experiencia. Se o-
frecera entrenamiento a 1los véuntariof en el trabajo que
seleccionen. | .

Sirvase firmar y devolver esta planilla con su hijo si Ud.
puede y desea participar como -voluntario en la escuela de

su eleccion. . .
o~ - ) . - <
C"......s....‘.....‘..CC..C......‘...j.....‘...........CC...
- . s . .
. Nombre _ . Direccion *
Nombre de’su hijo ‘- " "Aula #
. _. U T L
Telefono , . s
L P o x o v
s No participare en el Programa, de Voluntarios.

.

'I’
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Volunteers are playing ;in increasingly vital role as members of the educational team, You can
" improve instruction by /permitting more individual help for students, under the direction of a
teacher, Parents, bus:lnesa and professional people, retirees, college students, high school and
Junior higi"}udents are “all needed as school volunteers in Dade County Public Schools. You may
choose the hours and type of service and may even earn college credit while working at the job
of your choice. If you cannot volunteer an hour or two a week on a regularly scheduled basis,
you may choose to be listed in the Commupity Resource Guide as an ,occasional volunteer talking
.‘w:[th students about your career, hobbies, ox tx:avels. . , o4

-

3

. . . .
. ‘ - . AR .
t - v . «

¥
»

.urn this form to your child's teacher and become a very special person—-a school volunteer._

& 1T

Name - L o ' Telephone ]
. — e : , {
- Ciicle t:he day(s) available M '1‘ W TH F _ Time ) . ~ 43
EKCf Interest: ' . i III-5
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You LL RECEIVE A WARM -
welcome

.’\ )

"

Volunteers are playing an increasingly vital role 'as members of the educational team. You can
improve instruction by permitting more individual help for students, under the direction of a
teacher, Parents, business and professional people, retirees, college students, high school and
junior high students are all needed as schobl volunteers in Dade County Public Schools. You may
choose the hours and type of service and may. even earn college credit while working at the job
‘of your choice. If you cannot volunteer an hour or two a week on a regularly secheduled basis,,
you may choose to be 1isted in the Community Resource Guide as an. occasional volunteer talking
© with students about your career, hobbies, or travels, . . .

Y ¢ .
\, ' , v
. - -

Return this form to your child’s teacher and become a very special person--a school volunteer®

Name - ' L ‘Teleéphone

,Circle the day(s) a ailable M 'I' %) TH F. . Tinme ,' L. . 44

# Area of " Interest
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Volunteers are playing an increasingly vitgl role as members of the educational team. You can
improve instruction by permitting more individual help for students, under, the direction of a
‘teacher. , Parents, business and professio 1 pepple, retirees, college students, high school and
Junior high students are all needed as ‘sghool volunteers in Dade County Public Schools. You may
choose the hours and type of service and may even earn college credit while working at the job
of your choice. If you cannot voluriteer an hour or two a week on a regularly scheduled basis,
you may choose to be listed in the Community Resource Guide as an occasional volunteer talking
with students about your career, hobbies, or travels.

. .. : ) : . .

~r

Return. thi& forg to your ‘child's teacher and become a very special person—-a school volunteer!

RS
Y v .

N ) L ) . Telephone

‘Circle the day(s) available MTWTHF . : Time 4 ' ‘ ) ‘ *»,“1{5- ' W
i
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Volunteers are playing an increasingly vital role as members of the educational team. You can
improve instruction by permitting more individual help for students, under the direction of a
teacher. Parents, business ‘and professional people, tetirees, college students, high school and
Junior high students are all needed as school volunteers in Dade County Public, Schools. You may
choose the hours and type of service and may even earn college credit while working at the job
of your choice, If you cannot volunteer an hour or two a week on a regularly scheduled basis,
you may choose to be listed in the Community Resource Guide as an occasional volunteer talking
'with.students about your career, hobbies; or travels. -/‘ oo . ' v

~\ )

|
T N : . : |

Re;urn'thls form to your child's teacher and become a‘vé;y specljlxgéraon-Qa schpol voluateer!

|
: . - |
Name Vo - -, . Telephome” : .
Circle the day(s) available M TWTH F Time ) ~ . : 48.
F] 1 . . S : . . -
£ Interest ] . i

o provaed oy enic [ - <
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- SCHOOLVOLUNTERR

-
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S | IS expanding!!
Voluﬁteefs are playing an increasingly vital role as members of the educational team. You can
improve imstruction by pérmitting more individual help for students, under the direction of a
téacher.  Parents, business and professional people, retirees, college students, high school and
junior high students are all needed in the School Volunteer Program of Dade County Public Schools.
You may c¢hoose the hours and type of service and'may even earn college credit while working at
the job of your choice.” If you cannot volunteer an hour or two a week on a regularly scheduled
basis, you may choose to be listed in the Community Resburce Guide as an occasional volunteer

talking with students about your career, hobbies, or travels. -

- v
3

5 T N N ..
I'n this form té your c'h;lld's teacher and become a very special person--a school volunteer!

A b - N . ‘ . . ‘ . . \
Name . : ’ .. . + Telephone

PR

é:-n\; *he day(s)~availablel

MTWTHF  Time . _

A»EMC Intarest - i '_ | ) : ' III-9°

Full Tt Provided by ERIC.
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Volunteers are playing an increasingly vital role as members of the educational team. You can

improve instruction by permitting more individual help for students, under the direction of a-

teacher. Parents, business and professional people, retirees, college students, high schéol and
" junior high students are all needed as &chool volunteers in'Dade County Public Schools. Y u may

choose the hoturs and type of service and may even earn college credit while working at theqxgb

of your choice. If you camnot volunteer an hour or two a week on a regularly scheduled basils,

you may choose to be listed in the Community Resource Guide as an occasional volunteer talking
- with students about your career, hobbies, or travels. ’

’ ; / A\
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“Réturn this form to you ld's feacher and?become_a very special person--a school volunteer!
Name ,/4//’ff/<jir/ﬁhi Telephone i . : ‘ .
! ci/r:Ae/the day(s) available M TW TH F . Time . . - =

<~ . <.
Area of Interest - ) ) e

.
«
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Interviewing Ideas

* This initial orientation to the job that the interviewer gives the new
volunteer is but the start of what should bge a continuous ongoing daily
supervision and training program.. The interview should begin by making
the volunteer's dhties, responsibilities, rights, and privileges clear to
him as_ well as the advantages, attractions, limitations. and, problems of
volunteering. ;

Points to 'be covered in the interview may include.

1. Is this job for a professional’ Will the volunteer displace a paid
professional? Will the volunteer displace a paid worker for whom there
is money budgeted° .

. ¢

—— —

. 2. Are the job hours and requirements fixed and mandatory or can they
be adjusted more nearly to fit the needs pf the volunteer?
\, 3. Is there an exact job description to guide the volunteer is one
. not necessary? Have the facilities that are to be used or %he

4. What are the channels of authority? Where and how can the volunteer
get, help with daily problems° To whom does the volunteer report9 B
What agency and community. resources are available to help the volunteer?
. T Has he been given any source materials available for his study?

[y

.

Hints on Placement -
Assign the volunteer to a jAb as. soon asppossible while his enthusiasm i
is high. If, however, his job is not ready, suggest - that the volunteer take
. a short course in an area that will help him with his volunteer work. (first
aid, home nursing, crafts, etc.), If such a course is not available, the
L volunteer might be invited to visit some of the agency's events, such as
" a meeting, open house, tour of the facilities, luncheon, exhibit, or a
reception of 'some type. Or, the volunteer might be able to help with same
. special event or project that is being prepared or conducted while he waits
‘for his job to begin. o ) -

Make the volunteer's first assignment a short one. Sometimes the volunteer
.is not certain that he will like a particular assignment or you are not ‘
certain that the assignment he has requested is right for him. Let the

equipment that is necessary or avaijable to the volunteer been discussed?

‘ .
w *
. ¥ . o
x -~ »
. - . <
T T, ST T O ST T T T T STV M I T T

volunteer work in
attitude closely.
will be easier to
if the job is not

"In addition,

the assignment for a week and observe his work and -

If the initial assignment is made for a short time, it
transfer him to some other .job or release him entirely
suitable.

% ‘N
4

some volunteers prefer an assignment with a definite

'

terminé%’date, for it affords the voluntéér: an opporturmity to tzy out a job
and to retire gracefully if necessary. Many timgs a person does not know

T III-11
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his future plans when he decides to volunteer, Circumstances in his life
may change which will cause him to discontinue his volunteering. Furthermore,
some ,volunteers are,reluctant to commit themselves for am indefinite period. , _

‘Begin small. The first assignment should be simple enough to insure
the volunteer's success and should contain elements of ptide and satisfaction
for, the volunteer. An initial assigmment that is too difficult will cause
frustration, and frustration or failure at the onset are deadly as they some-.
times impel a good volunteer to change~his mind about volunteering.

Provide some choice for 'the voluntZer. If possible, after reviewing

the volunteer's application and consid ing the needs of the school, try
to present two oy more assignments so that the volunteer may select the one
that he feels best suits him.

*

>

5 . In addition,” when considering assigmments for a mew volunteer,
. remember that most volunteers shy away from jobs that are simi}ar to their ]
P _ regular work. An office yorker may not prefer to do-office work as a .

volunteer. Likewise, a housewife with six small growing children may mnot
“like a similar responsibility The volunteer s assignment should be
different, challenging, interesting, and require either the application of
new skills or the new application of old skills. :

Remember that he is a volunteer. .Personal, home and regular job duties
and responsibilities come first in a volunteers life. Be sure to consider
this not only in placihg the volunteer but also in evaluating his work.

“ o - Hints on Placement - ®

! - *

Placement of volunteers can be done by the resource person, volunteer
chairman, teachers, counselors or volunteers, themselves, depending on
the needs of the school. . . b

w“ . —

Volunteers should be placed as quickly as possible.
. _ Some suggested methods of placement: o ’ v
A, Resource person or volunteer chairman can make placement by sorting
volunteer applications into job categories (tutors, clerical, listeners,
N etc.). Match'jobs_desired,with needs asSessment survey,
B. Allow volunteers to select their own assignment. A large wall chart
. could be posted listing all teacher needs, days, and times.
C. Print up‘a master list of volunteers divided into job categories, .
) talents, and times available. Teachers, either individually or at (;;,//‘
- grade level meetings, can select their volunteers.

K

Give volunteers their,assignments (phone call, letter, or printed form)
and starting dade. If the volunteer has missed the orientation, provide
additional information re1§ting to school~policies, absenges, etc.

- Alert teacher to volunteer assignment and starting date.. Teacher and

P

' . e L III-12 !
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" volunteer should ideaIly have a planning conference before assignment begins.

‘ ‘Prepare master 1ists of all volunteers and their assignments "for resource
) ' person, volunteer chairman, and principal . .

\

|

‘ .

2

College Credit for Volunteer Service

%&l persons who serve as school volunteers,in the Dade County Public
~ "Schools have the opportunity of receiving up to nine college credits from
" the Miami-Dade Community College. High school students wishing to begin
their college career in an early admissions program, students currently
s enrolled in Miami-Dade Community College, parents, retired .senior citizens,
and other interested persons from the community are all éligible to
. register for three credits in either SOW 270 (Human Service Field Experience
#1), 'SOW 271 (Human Service Field Experience #2), or EDU 280 (Educational
Service Field Work). For each three credit course, the school volunteer
serves 120 volunteer hours in the Dade Cqunty Public School;,fworking under
the direction of and in cooperation with a certified teachef to enrich and
extend the curriculum. Volunteers may work im any one of eighteen regular

~

' Volunteer joF classifications: o _ f .
Arts and ‘Crafts Assistant L. Mathematics Tutor
Audio-Visual Assistant ‘ Physical Education’ Assié%ﬁnt
Classroom Assistant Special Education Assistant
’ Clinic Assistant - i Storyteller/Book Reviewer
.Clerical Assistant : Supervision Assistant
s Counselor's Assistant Spanish Translator ° )
Language ArtsfReading Tutor Special Activities Volunteer
- . Library/Media Centef Asaistant 'Special Course Instructor .
}‘ . Listener o . : Special Interest Club Sponsor

"If You-: Have Decided That You Would Like To
Earn College Credit For Your Volunteering o o .

1. Obtain a mail-in application form at the beginning of your volunteer .
experience by.calling the Registrar's Office of the Miami-Dade
. Community College, North Campus. If you are a student in Dalle County/
Public Schools, you will need a High School Student Early Admission
form as well as the mail-in application form. :

2, Complete the form or forms. In the Course Selection section of the
_application form, f£ill in one ‘of the following course numbers and
titles: EDU. 280 or SOW 270 (if these are your first 120 hours of
volunteer. services), SOW 270 or SOW 271 (if these are your second or
third). 1In the "Days and Time" sections put T.B.A., thich means To
Be Announced. Current "Course Sequence" Numbers may be obtained by
calling Nancy‘Wylie,Jat Miami—Dade North, 685-4215, :

3. Attach your check’ or money order for $36.00, payable to Miamiélade
Community College which is the current tuition rate for one three-
credit course. In addition, if you have never béfore enrolled in
. Miami-Dade Community College, you must pay a $5 application fee,
" which is a one-time charge to process your application papers. So,
.—uﬁlif you are a NEW STUDENT to Miami-Dade Community College, your tuition

. rate will be $41.00; if you have previously enrolled at some time at
.. . Miami-Dadg¥Community Co'll,ege, your tuition rate for this course will
'l' .. ) be $36- . ’ c. < . : R v
’ II1-13 ‘
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- 1’( .1 *
4. Send your completed application form and check or money order to:
' Office of Admissions, Miami~Dade Community College - North Campus,
11380 N.W. 27th Avenue, Miami, Florida, 33167

\,

~ 5, Call the- Registrar s Office of the Miami: Dade Community College - '
Norty Campus*after you have received notification of acceptance . \
and make an appointment to register. The letter notifying you
of acceptance may already include a time "and date for registration.
If not, call the Registrar s Office. i /
[ - . ‘ ) /
- . Then . %, , / L
Volunteer a total of 120 hours. Be sure that an* accurate record is
kept of your volunteer hours on the School Voluhteer Attendance Record at
your school, Sign in and sign out on the attendance record each day you |, |
volunteer. At the end of the 120 hours, have your principal write a letter
verifying your completed hours, enclose it with a copy of your Attendance <
Record, and send both to-Nancy Wylie, Social Science Department, ‘Miami-Dade
Community College — North Campus. Your Principal will then be sent an
evaluation form which should be completed and returned to Ndncy Wylie.

.

[
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 SAMPLE ORIENTATTON' AGENDA

-1

' 53

11}415

. . ’ ,J/‘
K - . - .} . r‘w’ \i}' »
GUIDELINES FOR SCHOOL ORIENTATION PROGRAM '
I. Welcome and Introduction’
A. Volun;éer Personnel : . .
; B. School Personnel - . . - ' . ﬁ
- II, Philosophy of Volunteeripg >
III.” History, Purpose and Pbjectives of the Program and Its Role
in.the'Community .
;¥#~ Administration ) . . }
<A, Channels of Communications
, . ~ B, School Policies ' ¥ . ) -
. S 1. Dress and Behavior .
- 2. * Health- Exam Requirements 5
‘3. Likbility (Insurance) < .
4, " Fund Raising -
5. Discipline "
6. Releasing Children to Adults ’
, 7. |} Visitors - . .
™ - 8. | Students leaving classroonw
* . 9. 7} Teacher leaving classroom o
lO. Books sent home
11. Notes and letters sent home _ ‘
12, Lost and found .
13, Emergency calls during school hours and use of phone
14. - Use of dustodial services
. 15. - Working in child's classroom
16. Parking .
17. Teachers' -lounge ' :
V. .Volunteers - ) .
‘ 5 ’ I -
A, Responsibilities
3 . 1, 'Caniction that what you are doing: is right
RN 2.° Interest in helping a .child :
.+ 3.  Dependability
"4,  Loyalty -
5. Willingness to learn and ‘accept supervision .
., 6. Confidentiality , , -
‘ N .
‘ ' a. staff' R N .
€ . b, child )
- c,  ‘school records -




B . . 7. Absences (procedures to follow) I
. 8. Checking in and out (time sheet)
9. Reading posted bulletins and newsletters

T 10.  Acceptance of all school rules s
) B, Rights' . _
‘1. To be treated as a co-worker - T "
2. To have a job descriptipn, for duty to be performed "
A 3. Suitable assignment - with consideration for personal
- preference, experience, and education. -
) 4, To know as much about the program and the school as
! w ) possible
5. To be trained for a specific job, when training is
~ mnecessary . “

~ 6. Continuing training on the job
7.  Sound guidance and direction
7 8. Opportunity to be heard _
dg’ 9.  Recognition and placement S s .
. VI..«Aﬁ&f%ional related topics o

. \
.

A, . Establishing relationship with the child

’

\

’_TQ - B.  Understanding of the learning process’
C. Understanding of the community in which the volunteer ig, ,
 involved, if other than her. own
, * VII. Tour of plant
A. Classroom obgervations or demonstration °
% ) . .. S
. » B. Facilities and regulations of the building
} - . BN ‘ g . P
. 1. Sign in and out location ' .
- 7 2, Traffic patterns, entrances, exits ‘
: 7 3.  Fire drill routes and -locations - T
4. Lavatory locations (children and adults)
5.  Supply ard book rooms: _
6. Location of audio visual equipment ) ‘ h
’ . 7. . Work rooms . ox o
8. Eating.facilities .
' . 9. Parking facilities
10,  Smoking facilities .and/or teachers' lounge/,
j—"" ‘

»

b
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WORKING WITH PEOPLE-

S N ! “‘.

. . . . .. . -

[ 1N

’,'\..,

e twq-‘way cqmmunication process 1is essential in the establishment of
wurking re¥ationships. Often,'with the enabling ‘(helping) process, non-
i verb,al .communication is equally as important as verbal communication.,
w . ¥pu will establish positive relationships with people when you, show:

¢ 3
“.« b "R "‘ 1A r’ '» ~
: e

. s N »

"is ReSIiézc.t for the dignity of the persomn. ' S

‘_(F “Zz-u Trustiin the ‘Individual, - - - R v T ™
S s F, Attitudes oﬁ ‘éare ‘and -c¢oncern for people. o d
s [ Rféadiaess to,:shdre purpose of visit or conversation. 7 T
Y% 8, wGood lisnening habits. - ., | . ’
‘B« Good,,observing techniques. *, . o AT S
). iOfférs ¢ requested information or help. . , K
IR A ,RequeSts" for -needed information or help. \ o

9“ 'Sharing :information on a realistic and truthful basis about what

S fo ,»carr ‘be dgne, ‘dAs well as what cannot be done. . ’ .
v ",’10. . }Asq.uranee of* confidentiality when -this is possible. i {
o PRI ¥ 7 Recognit:ion .of the "strengths of ‘a person. : . :
,‘ 12 Enqouragemeht for use of those strengths. .o
,13 -Recépgnition. of helplessness of a person or- situation. * L -
14. Offer of appropriate help wHen and wherever possible through the
enabling prégess.’ - . - R Lo iy
: 15* Permi,s“éion of: dependency. s e .- ~ i
2o 16. »gPatience. Ser < ) , . : P
N .}c. ‘175 Avsense of humor. c o ‘ . g . g

18¢ ’bilit)r to. »take c'riticism. = . o
""19@ - Ab1I1E o laugh at one's.self. - SR
. 200 ‘Capacity for ddmission of mistakes. ol
t,.2],<.< Gapaciﬁy for ‘saying, "I don't know, but I'11 try to find out." o

B “82." Reéognizing ‘the feelings and attitudes that interfere. . BRSNS
R, 23. Depeniiability (keeping one's promises). )
L e w24, Fofl.lq@-up vigits or telephone. calls. L
S 23, Greaten concern for needs of peggon than for own. needs in terns of .
pck ;;;k  Eimay convenience, ‘etc. o

ég'/ard ior people’ 8 physical and emotional well being.
Réadiness to lét people work out their own plans and do not impose .
‘yours, v vl ‘ : :
'Abiiiﬁ;y' ”to offer: alternatives.’ . ' , P
-,29' " Abil,ity to 1€t people set their own controls,.not imposing’ yours. K |
‘Readinesa to giire praise whenever appropriate. _ o

s n s et s et i B s i A gt s i
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Remember that volunteers. can not be thanked too many times, . .

. Include'the volunteers in planning. .It's a good idea to work with the

« volunteer encouraging his suggestions instead of just planning his work

! for him ‘from start to finish, ‘ . o

Check often with the volunteers to let them know .you are interested and they
are needed. A s ) Y - R
- - . - ~ :

Show a genuine interest in. the. Volunteers and they will show a genuine
interest in the school and itsg- volunteer program.

Know and care about each individual. Remembering personal things about the
volunteers such as birthdays, etc. and send cards or’ remembrances. *

Be flexible. emeber that they are volunteers and always try .to. fit into
their schedyfe. When a real emergency comes along, the volunteers,will be
omore apt to come through for the school. ,

[ -~

Assign the volunteers jobs that will keep them busy and interested and ~
encourage the school staff to tell che volunteers how helpful they are.

Assign tasks that will increase skills and knowledge of the volunteers.

Evaluate the job ofthe volunteers often so that it does not’ become stale, or.
the volunteers do not become stale on the joby . z
"Step~Up" assignments in terms of responsibility if the volunteers appear to
be becoming bored or stale. .

-

involve the Volunteers 'in the decisionrmaking process of the school "oiunteer

program Since this will give them a real sense of involvement.
» v 4

Watch for fading of interest, such’as absenteeism. If signs occur, change the

assignment or add more- responsibility.

'*'

Be certain to know the reasons WHY a volunteer leaves if one decides to leave
the program. Satisfied school volunteers ustally stay EOEEver.although some
. volunteers do need to go on to other fields. If a schools attrition rate is
high, a study of the reasons volunteers are leaving should be madekas it .may
show where the program has fallen down. te .
- ,
Give awards and recognitipn to stress their hmportance and. show appreciation.

Give daily pats on the head instead of relying totally on awards functions or
ceremonies to thank the volunteers.

) N - , .
.Remember that volunteers can not be thanked too many times.

" v ) B ) .
& . , N

How to Retain Volunteers . - - - : .

re

|
|
&
«‘i
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"’ How-to Express Appreciation

—

s

Say "thank Youﬁ every. time the volunteer comes.
Give a daily smile or word of appreciation whenever possible. Mahe.the
volunteer really feel needed. .
d .
-\\\\\\Sen letters and cards of thanks

¥
v

Recognize the volunteer as a individual by sending birthday ca;ds, etc, to’
remember significant events in his li;fer

-~ -

Have schobl\igministrator occasionally say "thank yon" at school volunteer
group meetings. .

4
Give official,recognition.at,meetings and individual conferences..

[
Give awards that are meaningful such as pins, charms, badges, etc. at some
. sort of: recognition ceremony at 1east once a’ year. )
‘ o % ¢
Arrange for staff members who are involved in the volunteer program to “take
part in and share in the recognition.

-

Express appreciation personally as well as with certificates‘tq71end importance i
to each volunteer's effort. -

Plan teas or receptions for volunteers.

L 4

Give constant,‘heartfelt, and sincerea"thank you's" every day. .

b3

Set. up meetings with volunteers to provide them with feed-back as to their
contributions to the school and the volunteer program.

’

=

3

"in nothing do.men more mearly
approach the gods than.in doing °
~good for their’fellowmen.v :

¥ -
- CICERJ\“if;,}

»
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. ' " VOLUNTEER VIEWPOINT* '

3

If you want my. loye],ty , Interests and beeé' efforts, ren;ember that,. .

1. T ne;d—amg.‘.f:}? BELONGING; a feeling that I am honestly needed for my
total self, not\just for my hands, nor because I take orders well.

2, I need to ﬁave a gense of sharing in planning our objeeeives. My need
will be satisfied only vhen I feel that my ideas have had a falr hearing.

3. I need to feel that the goals and objectives arrived at are within reach

and that they make sense to me. - 2

>
v

4. I need to feel that what I'm doing has real purpose or contributes ‘to ]
human welfare~-that its value extends even beyond my personal gain, or houxs,

«

5. 1 need to share in making the rules by which, together, we shall live and work
toward our goals. R
AS . . R
6. I need to know in some clear detail just what is expected of me--not only
my detailed task but where I have opport:unity to make personal and final
decisions.

7. I need to ha\}e some responsioilitiee that challenge, 't.hat: are within range '
of my abilities and interest, and that contribute toward reaching my
assigned goal, and that cover all goals.

~

8. I need to see that progress -is being made. tOWard the goals we have set.

9, I need to be kept informed. What I'mnot up on, I mey be- down &\
(Keeping me informed :ls ‘oné way to give me status as an individual )

-10. I need to have confidence in my euperiors--confidence based upon assurance
of consistent fair treatment, or recognition when it is due, and trust
that: loyalty will bring increased security. .

-In brief it really doesn't matter how much sense my part in this orgenizétion
makes to you--I must feel that the whole deal makes sense to me! .

’ -
B8

(e

*By .L Donald Phillipa, President of Hillsdale College
Hillsdale, Michigan . 58
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HOW DO SVP LEADERS WORK . & . .- <
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. , WITH THE SCHOOL'STAFF? 1 :
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To createlbefter unde%standing between volunteers and staff in the schools,
" guidelines: should caeperatively be established‘'as to the role of each. The

following are suggestions to be considered in developing these, and upon
completion and’ approval by administrative and teaching-staff, volunteer
coordinators, and administrative and service velunteers, the statements should
be print2d, to be used for teachers and VUlunteezs orientation and distribution
to all. * | e ’

-

Pl

HOW TO CREATE BETTER UNDERSTANDING BETWEEN SCHOOL VOLUNTEERS AND SCHOOL STAFF!

Keep lineg of communication open =o that problems}can be talked about before
. resentments build up. ; ’ ...

Be certain placement is mutually satisfactory to volunteer and staff.

Have informal get—togethers to discuss mutual concerns.
Explain that crditici m, of staff or volunteer by either will not improve edu-
'cation .

a

." 5 A

Talk to each volunteer separately to learn about their feelings and problems
-and build a continuing communication.

Be certain thaé vslunteers understand school staff responsibilitiesf
Hold Joint staff and volunteer meetings often enough to give them a chance to.

et to know each’other's point of view; encourage and facilitate talking
about problems they are experiencingj in working together.

Keep an open<p”’

Utilize volunteer's job description for both staff and volunteer orientation,
so that dhties may be understood by all.

-

Comb ine recruitmene of volunteer with honest orientation that staff needs their
help; if they are fecruited under false pretenses, they may resent having a
job turned over to, them for which they believe staff i{s "getting paid - I'm

- not" ‘

Reiterate constantly the role of the staff and the role of volunteer in your ,’
school, 4n initial worientation and in training sessions.

.

Have both volunteers anq”staff futually draw up procedures for joint functio

. . . y
Have school staff prepare information concerning their role in the volu 'eer
program, and their valuation of the volunteer as their service relates 'to
the student.

- .
- 2,

Try to have tore school staff at vqlunteer training sessions;
can't attend because time isn't budgeted for this. Utili
possible as trainers

hey usually
as many as

3 .
L ST . s 7
Adaited frpm mat’rials from Los Angeles, Cal}fﬁrnia, SCHOOL VOLUNTEER PROGRAM

emn 607 0 .
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Have school staff explore ways they can use volunteer assistance; help them .
see that the volunteer can be of. .substantial help in supplying supplemental
and supportive services. .

k]

Conduct orientation programs for school staff on "How To Work With Volunteers",
indicating for example, that volunteers generally can't be expected to keep
the same hours (8:00 AM''!) as staff, etc. *

. LN
Have school staff ooperate in giving, recognition to volunteers, thereby shoting
a real interest in the job being performed by the volunteers. :
Get them acquairited on a social basis. The friendly chat and cup of coffee can
work wonders. ke the staff aware of the fact that volunteers are people too.’

/
Permit yolunéeers to know and help all of aff.

-

changes, within school policies.
Create situations for mntual responsibilities. : * r

Orientation of staff is as important as orientation of the volunteer ;bout

the entir8&program. Each new staff member must be educated about utilization
of volunteers immediately. If job descriptions are carefully outlined, the

- paid staff will know the volunteer isn’t there to take over. Clerical staff~<
needs as much preparation as professional staff--indeed, perhdps more as »
experience indicates that too often the treatment given volunteers by clerical
staff is far from good.

Develop positiveé attitude in all team members.

»
-

- HOW TO CONVINCE THE STAFF THE VOLUNTEER IS NOT ‘A THREAT N

Ekplain to the staff that the volunteers' services are to augment staff ser-
vices, and NOT to replace thém. It can be helpful to point out those school

eds which.are not being met by staff,and talk in terms of the assistance a
VOlunteer might give the staff-in meeting these needs. .
Help staff analyze their attitude toward having an adult "outsider" in their
class.

(3 Y

Make the staff see how much more they can ‘do if freed of some of the menial
and time—consuming tasks which are appropriate for volunteers to do.

Assure school staff that admimistration is willing to listen and act upon
their complaints aBout*unteers.

H

¥

Explain that in most cases a volunteer is a threat dn i,if he is not properly
oriented or does not understand his role and the role/bf the staff member.
This is a problem of personal relationship.

‘ | '. / ‘ .

61 N
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By keeping communication open. —ﬂﬂ“:\\SS\\;: e T
Establish an initial meeting for both,volunteers and school staé;";herein

. each would have the qpportunity to discuss expectations, limitations, and
roles to be assumed.

g
Formulate clear, definite Job descriptions for volunteers, IN WRITING and
reviewed and revised as needed from time to time..

~ M *
. N

v

‘ =
-4\\

* HOW TO CONVINCE STAFF THAT THERE MAY BE TIMES WHEN THE VOLUNTEER SHOULD ASSUME
* FULL RESPONSIBILITY FOR A JOB

- s . B -
. - -

-

Assure school staff that volunteer has experience and knowledge ‘of the job,
particularly if volunteer has more experience or expertise than the staff,
in-a particular area.
The staff gerson in charge must be secure enough to relinquish his authority
to a volunteer in certain situations without feeling threatened. Many schools
involve volunteers in various projects in which they have a spec¥l talent or
interest. This supplements the classroom offerings of the teaché?®s, and en-
riches program for the children. 4 .

Give the school staff proper training in the utilization of volunteers.

Explain the volunteer's qualifications.

'{.
-

Show school staff examples of situations which are appropriate for the vol-,
unteers to handle alone. . . .

—

Use areas of competence *as a basis for letting volunteers take responsibility.
If a volunteer is to be used to his full potential, he MUST be allowed to take-

responsibility when appropriate. . Sometimes they must make mistakes in order
tc learn. . . S . ’

}bsure schoolastaff that this will release then forlmore important activities.

»

' Have ”brain—storming sessions with school staff ds to what creative, new

things the volunteers could be doing.

.

| Schoqi staff members should never forget that ideally, school work. is a partner-
" ship between staff and volunteers —- that the volunteers are the.experts in

some areas and the staff, expeérts in others.

II1-23 . . S ’
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Meet with staff and share with them the ."why and wherefores of the volunteer

) Outline job descriptions specifically as to who does what, how, when and why.

. Watch for early indications of this happening, and transfer the volunteer's

program. . 5
Meet periodically with school staff and interpret the work volunteers are
doing. o

v

Help staff to recognize volunteers' strengths and im[rove the weaknesses.
Help schogl staff understand the role of citizens who support public schools
and the iiportance of ‘this community support. N

Build the ego of the school, staf_ so they are self-assured enough not to be
threatened, ,
Explain that leading is accomplished through generating cooperation.

Let the volunteer's services to the student convince the staff of their worth.

Be sure school staff knows something about volunteering anpd volunteery. It
would be wonderful if each staff person had to do some volunteer work/ in
another agency, Just to experience the way a volunteermfeels. s

. <&
If the staff member is not comvinced that volunteers can help, before they
are introduced into the program, he will need to have the experience¢ of
working with and ®hrough a volunteer before becoming convinced. Tajlking with .
colleagues may help the sta¥f to "try", but only working with Golunteers will =
truly convince staff that help from a volunteer is a way to help him do what
" he needs.to be done.

T
Have stgffcaSsist in defining the rights and privileges of volunteers.

By anviction and enthusiasm of school principals for the volunteer program,
{hnd by using staff to supervise and direct volunteers.

Involve school staff cooperatively in planning. St

~

HOW TO KEEP THE'SCHObL VOLUNTEERS FROM ASSUMlNG STAFF RESPONSIBILITZIES

agtivity to something which will continue to give responsibility and satis- '

faction, but not allow take-over. - T o ~—

»

Be definite on 1imits of volunteer 8 job and .the school staff dutiEs

Clearly define the chain of command, and stress the necessity of observing it
during orientation and placement?

Make the differentiation early and FIRMLY.

[ ]
Provide careful and specific orientation and training as to regulations and
procedures of school and provide for joint meetings of volunteers and staff.

g T
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HOW TO KEEP COMMUNICATION LINES OPEN _ -

.
. * .

’

Without constant communications, a volunteer movement ca& shrink to
. ’ v )

isolated eingle school efforts and eventually just wither away. Programs

vhich seem to have a real impact on the total communi-ty ar:efthose which

.

show a strong united front and comunicetiona is the key. One of the major

‘

duties of school-]level SVP leaders is to serve._ as -the basic linlt in this

'
all important comtmication 8 chein. In oxder to sinplify the communieating

cf information required for area, county and federal records, many forns

~ ¢ ,

"uyed by SVP Chairmn and\Reaource Persons have been condensed and revised.

Although official attendsnce end statistical recotrds ﬂsre important,
there ‘are other comunication channels which Qed regulnt sttention. The
indiyidual volunteers, themselves, appreciate being kept up-to-date in
volynteer activities and school events.' A bulletin ‘board’ fl:r volunteers
logeted at an easily accessable spot in. the main office, librery, oxr
lounge area can serve to inform both faculty members and volunteers of
pertinent happenings. The P. T, A. newtletter 6r regular school newspaper
can help keep both the student body and paren::s avare of the scope of

3

vplunteer activity. ) 5 . .

K1

~
7

County-*wide avareness' and communication will be expanded this year.

[y

In addition to the regulsr, newspaper, radio’ end public television coverage,

Y -

the SVP ‘will have its own weekly televis on show on Channel 2. sve leaders
can encourage all interested persons to watch by organizing viewing parties,

mal;ing viewing rcminden announcements over the school's P A. aystem, arrsnging

Eoﬁ refreshments for viewers leading follow-up discussions and forwarding
f ~ N
'cm/ments and suggestions to the central SVP office. As another county-wide

e

commund cation }ctivity, the SVP will continue to publish its monthly newsletter, -
j .

/ | " ~ - .65
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"Espi:it de cgrps." Scho“ol-‘-lév‘el SVP deadets .aie urged to submit: human

»

:I.ntetest: stories, annotmcements of npecial events, and highlight:s of

. - volunteer activitips to the cential SVP office. In order to tgake the
‘ collect:ion of infomat:ion easier, the SVP Chairman or Resource Person may
’ wish to ask one person from each component (parents, Tarn Aboqt 3tudent:s, ) . _

college students, business[induatry representatifves, and senioz: citizens)

°

to serve as i:he reporter for his gfoﬁp. All such information should be sent

*

- to the central $VP office.\
R A last note about comxmications. The Area Specialist is there to

_ provide help and support to you, bnt she needs to hear from you. Please

-

, C call her regularly to brag, complain, question, rant or rave, but do keep

in touch. - ’ o

2
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|, HOW TO USE THIS FORM———————— —. ]
.o The SVP Voluntee: Request Eorm 1s to be u:ed by the Volunteer Resource
‘ Person or Volunteer Chairman. to determine-the specific needs of individual
- teachers who are mt:eraated in us;f.ng vohmteers.. .The informtion may be
TERER R S gm:hered by' . : . \ ; i T
. R 'Eaking nanes of. te;chern fo,naw.{ng s faculty pruentation
A . _ on tlie School Volunteer Ptogram. .
i A T2 Intervitwing :I.ndiv:l’.dual t:uchera. . - :
Ihis fom should then become the buia for t:he place.unt of volqnteega. -
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i . | Subject Taught Type of Vol. . -
' Teacher’s Name * | or Bj gsponsigﬂitv Needed Job-Pescription |. Days | Times
. /7 . 1 , ‘ ) . . R / L ]
2. .
r l 4. .
5- - > -~ ) .
LB - ‘ . S
- gF g - < ‘
L B ——— ‘
“”\ ‘l - -
* \
1) t .
N S AT ’ ~
L : V-2
F oo co e MIS-0062

: . . "Total Number:

Of Studends

: Qi*?eéchers

~

R VOLUNTEER REQUEST FORM B L
Name of School:,’ - Maﬂ,CEmg}.‘é Ta
Addrc;§s of School: _ " : '
. Prinéipal: +°__ L ‘ )
é;VP Reégit_‘rce Perso‘n: . . - ‘ o
. | SVP Volunteer Chairman: -
.::- Type ot ‘Schedtile:' Re&ular i :“”)ﬁuinm'esté;' ' ;Sp“.t Sh‘;f-;_“__f__
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transferred to the ”’B- 2 Master Plan Point Record ‘Form,”

. PROCEDURES FOR IMPLEMENTING B:2 YOLUNTEER . = - -
: MODULES WITH TEACHERS - . :

&

The Schocl \’olanteer Resourte Person presents an onentatnon of the vqunteer program to the
faculty and then makes the necessary arrangements with the Pnncupal if the program is to ne
rmplemented , 8 . » . . 1

The Pnncrpal sends a Ietter of intent, contalnlng the name of the Resource Person to.@he Area
Director, reguesting the B-2 Volunteer Program. . . -
The Area Diractor signs and forwards the letter to the Director of Staff Deveioplgqe'nt'.
A "Starter Kit” i~ then sent to the Resource Person containing the following:

o T

\l . - -

a., Authorization from thé Director of Staff Develogment to proceed ) -
b. Materials for teashers: ™ ' e ‘ | §‘ - i

1) ‘ B2 Master P;an Paint Report Form(s) T - "

2) LogCardis. - . . - :--‘—
c. Matenals for volunteers—SVP Volunteer s Trainlng Record(s) ) Lt -

d. Llst(s) of B- iModules showing Component Number Cluster Title, Module Title, Master
Plan Points awarded module, and Activity Classification {basic or updatmg) x

"Each teacher or volunteer partrcrpant, with the assistance of the Respurce Person, determines

which B 2 Volunteer modules would be most beneficial. The Resousce Psrson then schedules -
the program accordingly, requestlng'fllmstnps tapes, modules, bcoklets consumables and any _

, pther materials needed, . .

- -

~

The School Vqunteer Resource Person dustnbutes “ALog of Module Progress sto each
teacher participant who is ready to begin a module,.and upon compteting of the module, |
verifies that the objectwes have been achieved. The number of Master Plan poi arned and
the ca)egory in which they were earned should also be recorfed on the “1%og”. Although
voluntders will not be working toward Master Plan points, thei* module record should be kept
on the SVP Vqunteer’s.Trarnlng Record., c iy f_ . ~

l

-

As an individual teacher completes a module, the mformatldn on the “Log Card” should be

ﬁk

When the teacher completes his B-2 program, the ““Laog Card" and a “B-2 Master Plan Pcint
Report Form”, in duplicate, should be sent to the B- 2 Coordmator at Stalf Development ih
order that credlt earned-may be recorded « -

L '

\, * ’ ‘5 .
'A validated copy of the “Master Pian Pount Report rm’’ wdt be zent from the Staff

Development Department .to the teacher as a recelpf of; redlt earned A copy wnIl he sent.to
the Area Dlrector . o S . v
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B-2 MASTER PLAN POINT REPORT FORM -

THIS FORM ™ BE USED TO REGORD B-2 MQbULES COMPLETED BY:

~
i .
. R .
} - . )
} .
. . .- s
’ - < - t -
.

Last Name - Fist . ) | Middle

- _Emplq\‘/?e Number . . T | g Social Security l}!t{mbei _ S
- :SchooJ Name . | 2 "'.;chool Code
‘.Title ' ’ . | Grade Léygl

' AT THE END OF EACHSCHOOL SEMESTER THIS FORM SHOULD BE SENT IN
- DUPLICATE TO: o

..

-

Staff Development .
School Maif Code: A-1 *
Llndsey Hopkins Building
« THE MODULES COMPLETED BY THIS PARTIClPANT ARE AS FOLLOWS

lust Module Beginning Date _Completion Date M.P, Pomts Category (B or U)

o : . TotaI'Points (Basic) _

(Updatlng)

The signature of the Resource P,e;son and the For Offlce Use & Receipt for Participant °

Pringipal must be affixed to’ this form verify-

ing the participant’s successful completing of . PIP ACr'edits
the above B-2 modules and validating Master

Plan Points to be given, _ Master Plan Points . *

R'esou rce Person . Date

‘ Prmclpal

Malled to Partlclpant '

. Cergfled by —— R' —
. st
91 _ , egi. rar '

e, | MTS-00M -

Date




» ] N M .
o oy ~ VOLUNTEER'S T,BAINlI\iG RECORD
~Voluriteer's Name- ) ¢ ' . Type of Seryice:
Home Address: ° Telephone No_.;
“«  School: _ ~ Pringipal: -
. ] . . ) “ /\ \;
SVP Resource Person: b Teacher: _* _ L
- SVP Volunteer Chairman: _. i : -District Specialist:
" _Modules Completed (See Back) Workshops Attended T Date Other T Date
(3 !ts;‘ h F -
- 5
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WHAT PORMS DO SVP LEADERS USE ... .
. . . T
PRIMARILY FOR AREA/COUNTY /FEDEJAL RECORD?
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-
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HOW TO USE THIS FORM— —_

F ] N .

The SVP Resource Person Identification Form is to be filled out at
the beginning of the year by the school staff member who has been,
appointed by the principal to serve in this rgle. .

This form should then be éiven to the Area Specialist for filing.

~ -~

Additional copies may be:
1. Secured by calling the SVP Office.

2. Made on a copying machine. ‘ 1 -
2T
R
\ ’ '
"\ . ,
fA-‘ \" ~

-

IV-6 ’ f .




NAME OF SCHOOL
ADDRESS OF SCHOOL

PRINCIPAL

* SVP R

3

FSOURCE PERSON IDENTIFICATION FORM

- ___MAIL CODE

PHONE

PHONE

SVP RESQURCE PERSON .

SVP VOLUNTEER CHAIRMAN

- PHONE

PHONE

'3

c . W e—\

" SVP RESOURCE PERSON'S SCHEDULE . (19_ to 19_)

Time

-

Period

“ From

_TTO

Class or Assignnént

Room

L

N

IV-




- ‘ )
~ {
HOW TO USE THIS FORM —_— "
' The SVP_Volunteer Chairman Identification Form is to be filled out
' at the beginning of the year by the community person who has been selected
7~ by the principal to serve in this role.
v This form should then be given to the Area Specialist for filing. .
' Additional copies may be: . \/\V
/ 1. TSecured by calling the SVP Office h (

)
. 2. Made on & copying machine. L




-.SVP VOLUNTEER CHAIRMAN IDENTIFICATION FO&M

NAME OF SCHOOL . =~ . __ +MAIL CODE__ AREA

ADDRESS OF SCHOOL . S GRADES ' PHONE -
PRINCIPAL : . PHONE___
SVP RESOURCE PERSON i _PHONE

. SVP VOLUNTEER CHAIRMAN PHONE__

\

; S . ‘ o
SVP VOLUNTEER CHAIRMAN'S. TENTATIVE SCHEDULE (19__ to 19_) .

. U Day } Time ~ Room # or Area

From . . To .

' Monday

Tuesday

Wednesday -

. Thursday
4 /. . T’/ ' . N
st f ¢ Friday
Z SIGNATURE OF PRINCIPAL: ' | - DATE:
SIGNATURE OF VOLUNTEER CHAIRMAN: | 1
o HOME ADDRESS: . HOME PHONE__

" ERIC s Covee N 1i5-0045
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'HOW TO USE THIS FORM 5 ' L

" The SVP Registration and_Attendance Record for,Rékulat;!olunteerg combines,
in one handy form, the information previously handled by several separate forms.

There should be one form for each volunteer in the school and it should be kept

~on file within the oqucial SVP Attendance Record Book.. Since volunteers will be

using the book each ddy when they sign in, it should be readily accessible, The
main -office or Volunteer center are suitable locations. g
Diréctions for using the "Attendance" A;;e: ¢ K

“

1. Each volunteer, upon entering the school, should record. tife date in the
' appropriate monthly column. ‘

2. Each volunteer, when preparing to leave the school, should record the
total number of hours served that day beside the date which was recorded
eariler that day. '

3. The Volunteer Chairman or Resource Pérson should total the number of
hours served by each volunteer each month, ‘Then the monthly totals
should be added in January and May and the information can be trans-
ferred to the bi-annual Progress Repoxt.

Directions for using the "Registration" side: - _

1. This inférmation should be completed by the volunteer with the advice
and consent of the SVP Resource Person and/or SVP Chairgsgn and/or the

. Principal at the time of themain placement interview at the school.

2. The information from the "Type of Volunteer" and "Placement" sections
are to be used by the SVP Resource Person or SVP Chairman when completing
the- totals for the Progress Reports in January and May.

3. The dther information sections are designed to provide essential informa-
tion to school~level SVP Leaders concerning the use of volunteers within
their school. . C S ) h

. /“ ) S

Imqortant: It ig necessary for the School Volunteer Program to provide data for
federal records regarding the number of volunteers and their ethnic
background. | During each placement interview,.the SVP Resource Person,
SvP Chairman, or wiee Principal should make a notation of the volun-
teers ethyic gr on, the registration side of the form.. It is sug-
gested that a‘nzﬁgérﬂér letter system (ie. Spanish origin = 1 or A, \
Black origin = 2 or B, White or Anglo origin.= 3 or C.)be used'in oxdeg
not to offfend the sensitivity of any person or group. - v

-

-~




- - REGISTRATION AND ATTENDANCE RECORD FOR
- ' B S ‘ REGULAR VOLUNTEERS

~ 'VOLUNTEER'S NAME: . : ' NAME OF SCHOOL

P1éase record the date when you enter. thé building and the number of hours of service -
as you leave.

September October November December January
_ | Date |{ Hrs. Date |# Hrs. Date !’# Hrs‘i Date .| # Hrs. Date . |# Hrs.
T = N ] " 1 By T —
. . - —] l
> =
\
-
Total Total Totali RN Total . Total .
- " February “  -March ° April ; : May - June
| { Date |# Hrs. Date | # Hrs.| [.Date {# Hrs.w Date | # Hrs. Date # Hrs.
. -
4
R ;
Total . Total | - Total ~ Total Total,

[

te 5 ‘ - .
( 3 Yesr Total, — MIS-0056 (8-74) .
Il - CeoE T

~ ~




REGISTRATION AND AETENDANCE RECORD FOR REGULAR VOLUNTEERS
(2 or mre hours per week)

L

~

VOLUNTEER'S NAME: TELEPHONE
ADDRESS :
'TYPE OF VOLUNTEER: PLACEMENT : '
(Check One) (Chgck One) .
? Turn About | SWRL (K~2)
College-Student B Math Systems
Parent/Gen. Citzenry *~ Reading'Sggigﬁs p
Business/Industry Exceptional Child
. Seni?ﬁJCitizen . - Other .
ASSIGNED TO: ROOM: DAYS: TIME:

IV-12

SPECIFIC JOB DESCRIPTION: (Check One) - i
- Arts and Crafts Assistant Mathematics Tutor
Audio-Visual Assistant . Physical Education Assistant
Classroom Assistant Special Education Assistant
What grade or subject? Storyteller/Book Reviewer
Clinic Assistant Supervision Assistant
Clerical Assistant - Spanish Translator .
Counselor's Assistant * Special Activities' Volunteer
Language Arts/Reading Tutoxr Special Course Instructor
. Listener Special Interest Club Sponsor
Library Assistant . .
PERSONAL REFERENCE
NAME: ' TELEPHONE :
¢ A\
‘  ADDRESS:
v . -
. EMERGENCY CONTACT PERSON B
VoNawr 0 - . TELEPHONE :
3 o .
<&
AERCEEE o -
- g 53[) p .
]
g . _
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HOW TO USE THIS FORM e - ) e

N o

-

The SVP Progress Report is .to be completed by the Volunteer Chairr
man or Volunteer Resource Person. This form is a v;Ltal commmication

, link between the school-level, program and the,area office. It also ‘ / ,

serves as the basis for the quarterly reports which are required of this /-
project by the federal government, The informatioz may be gatliered by y
tabulating nuwbers of voluntgers in each category and their placements /
from the Registration and Attendance Record for RegLular Volunteers and
the Attendance Record for Community Reaource Volunt:::'s./‘ o/
This form ahould b?‘completed at the ‘close of ary and May
and returned to your Area Speetaliat who will then Jtebulate area-le
reports. . . S . ) ./

Additional -copies may be: R
1. Secured by calling the S\fP} offiée..

2, Made on a copyifig machine.

N




L N ..+ BCHOOL VOLUNTEER PROGRAM :
L i L Progre%s Report for midyeér L ‘. end of year cumulative

SubmittedEby & T . School

LS - -
L « . v o
. .

i ~ « - M e

Please

. S I ATTENDANCE SUMMARY (By Volunt:eer Characteristics)

Al

* " Récord Numbe: _ .
N of Voluntéers 31a?k~ ‘ Ang;o 'DBQ}BP, ] " Other )

td
o

Total

No.

Vb;i's

>

Turn-About ' | R
Students -~ |

»
\

*

College ,|' ..’ - A -
S tﬂdentS- S N : :

.

-

Parents & Gen] " . . P
Citizenry | 1L -

Business/ . |~ - T " -
*Industry "} : C -

Senior " : ) Y

(2+ hours 'per week)

Citizens : s : ‘ :

. REGULAR VOLUNTPEERS

. Total' > ; ° . . ‘ g ) ’ .

.
~
L]
v
¥
“
*
-1
)
-

1Y
#

v
1.
Y

}

special~ < ? . ) - . . .
Activities L s - R .

13
7
s
.

P

_|Com. .Resource] . = - | ) oo . _ .
Speakers - :

"

OCCASTONAL
* VOLUNTEERS,

Ve T T v

Total. . N .
~p

- Y < - ¥ LY . ‘ . -
« -, A . “ ., . 3 -
s * ~ ‘
« . ‘\"\ -3 v‘ ' S : oo T -

RN s _ * ATTENDANCE. SMMARY (By Placement)

{-. SWRL’ T.Math Reading. | Exgeptionall.

A PLEASE RECORD TOTAL L' g-1-2 | “Systems 3| Systems |chirn-

. - (Y B [y

NUMBER OF VOLUNTEERS . =~ -~ | .

" PLEASE _RETURN THIS FORM TO THE VOLUNTEER SPECIALIST IN. YOUR AREA. OFFICE,
N LS IV-14

A . ' . »

NS ‘,83, S L was- 1353

’

o




RN

Pleas_sehlis't any special volunteer achievements or activities.

e " .( ’ i . \ . o B
.« 7 7 PROGRAM PARTICULARS . .-
Is your volunteer ﬁrogram progressing as planned in the areas of: ‘, o
~ Area , Yes No B N éb!qmen}s
{l.  Recruitment of volunteers . L
2. Placqm'gnt of \.rolunttf_ers '
"3, Training of volunteers ) . a o
- th. Attendance of volunteers- . ’
.|5. Performancé of volunteers 4 . ”
6. Faculty-volunteer relations . >
-7, Aneé.specialis‘t-school’relation& N
8.. Other: »
. kN N —— . -
. . . NEEDS B
: . . .
Please list any needs you have at this time.
- Materials Seyvices Special Volunteers |- Other .
- ¥ . § )
? A
- ¥ 2
- : i .
- —~ = - -
« - K ACTIVITIES - ~ - -~

\
Date

Event
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HOW TO USE THIS .FORM . - >

N

The Regular Volunteer Application Form is to be completed by volun-
teers who arézeferred from the Central SVP.Office and by any volunteers
.who are from the general community(i.e. are not parents of children in
the school or are rot Turn About or University students). It is desig'ged
to provide school level SVP Leaders with‘essential information to be used

. during the screening process and the placement interview.
' All completed forms should be kept on file at the school where the
volupteer will be serving. Additional copies may be:

1. Secured by calling the Central SVP Offite’ *
2., Made-on a copying machine.

e




'REGULAR VOLUNTEER APPLICATION FORM

|
5
o
:
:
;
K
:
3
j
;

T T T R T T I T T T O P L T T

" ! . - Date
FOR OFFICE "USE Mo ,
E: 'A-: Dr. i (
ool: ¢ - Last First . Middle = .
; School: . Home | ) ) »
Teacher: Address AN ] . . ,
S # Street — City ZIp  Telephone -
E -
Do You Have A Car? " Ave You;B}-—Lingu'al? If So, What Language?
] } w3 'EDUCATION o e
K-~ Name ‘Ium‘ber Yeats Attended Degree
L — 7
@ |\ P~ - :
*Jr/Sr High 5\ -
College .
Do you attend collegefuniversity now? Do you attend irjsr high now?
. ' * VOLUNTEER SERVICE RECORD
Name Of Organization " Type Of Service "
B o WORK EXPERIENCE * .
Name Of Company . ' Type Of Job ? Of Years

Present: - ~

v ey e

Previous:

[y
-

LOCAL CONTACTS

Person To Contact In Emergency:

—— s

Person To Contact For Reference!

=
Name:

Home Address:

ome Teiephone:

- P

Business -Address:

‘Business Telephone

s P

EKCationship/Occupation. - il




s . . PREFERRED TYPE OF SERVICE ’
Please indentify t'.he type of volunteer service you wish to ‘perform by making a (v) on t:he line’
beside your choice. If you check more than one, please mark 1lst, 2nd, and. 3rd on the line

' ARTS AND CRAFTS ASSISTANT ‘ MATHEMATICS TUTOR ° .
- AUDIO-VISUAL ASSISTANT PHYSICAL EDUCATION ASSISTANT
CLASSROOM ASSISTANT (grade/subj.? . __SPANISH TRANSLATOR/INTERPRETER

CLERICAL ASSISTANT ——SPECIAL ACTIVITIES VOLUNTEER
CLINIC ASSISTANT . -

. ; SPECIAL: EDUCATION ASSISTANT
" COUNSELOR'S ASSISTANT STORYTELLER/BOOK REVIEWER
" LANGUAGE ARTS/READING TUTOR

HIHI

o SUPERVISION ASSISTANT
. LIBRARY ASSISTANT : __ SPECTAL INTEREST CLUB
T LISTENER . . SPECIAL COURSE INSTRUCTOR

+

PREFERRED TIME OF SERVICE °

Please write in the times when you are available for volunt'.eer service. Most regular volunteers
serve approximately, two hours per week.

+* -

" Monday Tuesday Wednesday Thursday ) Friday

- - PREFERRED PLACE OF SERVICE . g

Please answer the £ollowing quaestions and £ill in the necessary information. Do you wish to '
be assigned?

To a particular school? _ To any school near you?
If so, which schools? N . If so, which level?
First Choice ) d

Senior High(Age 15-18)

Second Choice. . OR

{Junior High(Age 12-15)
Third Choice ghidg

Elementary (Age 5-12)

g . PLACEMENT INFORMATION *

Please complete this form and return it to:

‘School Voluhteer Program of Miami The. per.son from whom | . ’
1451 North Bayshoxe Drive - } ok you réceived this form. | -
« Miami, Florida .~ 33132
7
P You will be contacted in the near future by a reprsentative of the School Volunteer Program.
Vhen is the best ‘time for you to be reached by phone? - At what
telephone nunber? ‘ How did you hear about the program?
D

(N

NS

Thank, you for volunteering your time to.
. . help enrich and extend the experiences of .
) / - students in the Dade County Public Schools.

<

N L @
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SOLICITUD PARA —VOLUN;I'ABIOV

PARA USO DE LA OFICINA Sr. -
E: —JA- Sra.-Srta. |,
Escuela: e Dbr. . ° - - )
Profesor: . Apellido Primer Nombre Segundo Nombre ‘
. " Direccidh ) . .
— - F ' Calle . Ciudad Zona Postal 1 Teléfono
. I o . -
" iTiene Ud. Auto?. '  ‘iHsbla Ud. Otro Idioma? 4Cudl? C . s
< ___EDYCACION :
. Nombre ] ‘ Nmero de Aﬁos A51st1dos ~ Titulo
Bachillerato: ’ ' - v
Universidad: - ‘ "
‘O%ro: ©w 2 T
iEstd Ud. asistiendd a la uyrﬁrersideid LEstd ud. a:smtlendo a bachillerato
ahora? . . 1 ahora‘?
‘ EXPEDI'ENTE’DE SERVICIO VOLUNTARIO ’ .
Nombre de la Organizacidn Tipo de Servicio. Prestado
’ - : i ’ EXPERIENCIA DE TMMO . .
Nombre de la Compafiia +_Tipo De Trabajo ___|Numero De. Affos
Presente: o . 1T - : .
Previa: ) . ‘ : ‘L"t—\
E CONTACTOS LOCALES - -
i jContacto en LaSo de Emergencia: ° Contacto para Referencia:
Nombre: ' ot ' e - v

| Direccidn (Res:.de!ﬁc:ta,)

-‘I'elefonq {Residencia):

3
~

Direccidn (Trabajo):

Teléfono (Trabajo)?

Relac i6n-Ocupacidn:

PR




‘ ‘ 'I'IPO DE SERVICIO PREFERIDO

.

Por favor sirvase indicar el tipo de servicio voluntario que prefiere desempefiar. Marcanfio co

- ura (¥) en la lines de su seleccidn. Sirvase indicar el orden de preferencia marcamlo 1, 2, 3
al lado de su!seldccidn:

.
»

. .- . AUXILIAR DE:. - : - )
- Artes Manuales - . "~ Educacidn Fisica
. . Medios Audio-Visuales ' ' - Educécidén Especial”
. . Aula Grado 'Asignatura ~ e Traduccidn al Espaﬁol ’ .
I E . Bihlioteca - 1 ° " Supervisién ’
S Clinica ) Lectura de Cuentos y Evaluacidn
’ Oficing ~ de Libros -
Lectura y Gramética N o Clubs #Cual?
Consedero Buucacional .. Actividades Especiales ; )
g . Materfaticas ) Instructor de Cursos Especiales |
, Programa de ''Oyente" N ' . . ‘ S E
T HORAS DISPONIBLES : _ '
Por favor sfrvase escribir las horas dlsponl'bles de servicio. . La mayoria de los voluntarios.
trabajan 2 horas a la semana, o . ) / :
- Lunes ~ _ Martes ’ Miércoles ‘ Jueves Viernnes
A'M’ ] N . - .
P.H. ‘ . -

. - { LUGAR DE SERVICIO - . o

- Por favor conteste las preguntas con la informaci6n~ requerida. iDesea Ud. ser asignado?:

& una escuela en pa'rticula'r‘..’ T‘ ‘% .| ¢A una escuela cerca &e Ud, ?_. R
iCudl? - . o, (De.qué nivel? .
; " Pref. 1ra : 1 O | High School (edad 15-18) . L
;" Pref, 2da Septimo~Octavo-Noveno (edad 12-15)
. . . Pref. 3ra L - . ‘| Elemental- (edad 5-12) °
INFORMACION PARA SITUARLO. '
Por favor sirvase comple’ca.r esta planilla y devolverla a: .
SCHOOL VOLUNTEER PROGRAM g . \— La perso,pa de la’ cual
3 - 1451 N, Bayshore Dr. . .- 0 . -Ud. Recibid:esta
Miani, rlprlda 33132 - S .| rplenilla. .. e
, Un representante del Progra.mq de Volintarios se pondra en contacto con Ud.” A que .
telefono" ’ I,Cual es la mejor hora para lla.marlo por té'l.efono" . . -
ZComo ge entero, del programa?. ) . L . i - .
- S IR ., . Muchas gracias por ofrecer su tiempo- ) - ';. .
L e, "y su esfuerzo, 'Egtamos seguros yue 88 . . . \ c
N . : . contrfbucion ayudara a enriquecer y  ° S
- S ] . ampliar la experiencia de'los alumos = ° % - .
.+ - <. .. . de las Escde ‘las Publicas del Coﬁdado e

. h- ' ,deDade.\‘

i

o
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" HOW TO USE THESE FORMS - . — —>

- - g
~ . . Y —

- -

-

Thq Community Resource Guide Application Form is used by school personnel,
Area Volunteer Specialists, and thé Centtal Office Staff to register individuals
who will be listed in the Community *Reésource .Guide. All presentations made by any
» one person should be described on thé same form. Each completed form should be
sent to the SVP Central Office where it will be processed and included: in the next
.issue of the Guide. . ) . e

- N «N

~ -

' Y
. J
The Request for Community Resource Volunteer is a card used by teachers to
secure speakers listed in the Community Resource Guide. It is, essential that all
blariks be filled in and that the information conform-to the speaker's requirements
as listed in the Guide, Because of the vast number of requests processed by the
SVP Central Office, teachers are asked to submit the forms four weeks prior to the
target date and to limit the numbgf\of requests to two per_feacher per semester,

S

”»

The Community Volunteer Guide Confirmation Form is used by the SVP-Central
‘Office to inform the ‘teacher, the principal, the SVP Resource Person, and the
Community Resourcé Volunteer of the day and timé a presentation after scheduling
has been done by phone, - . : : .
. : t

The Attendance Record for Community Resource Volunteers should be kept on
file within the official SVP Attendance Record Book. ALl Community Resource . °
Volunteers should register upon entering the school and should sign out upon the
completion of their period ‘of service. Periodically the Area Volunteer Specialist
will contact the school to follow up on any volunteers who have filled in the re-
verse side of the sheet. - ’ : . : ‘ >

‘
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PLEASE RETURN THIS FORM TQ:

o

-

COMMUNITY RESOURCE GUIDE

' SCHOOL VOLUNTEER PROGRAM, 1410 N.E. SECOND A¥E., MIAMI, 33132

DR |

.

’

: . APPLICATION .
@ S,
5 S . DATE
- ‘ (MS.) - ) C ’ :.
NAME: O @Mr.) L . v R
o (last) - ( . © . (first) ' (middle)
- o _ . . K .
ADDRESS:  (home) _ - ‘ PHONE:
: . fstreet & number)‘_ : (cit;y) (zip)
*  ( business) . ‘ PHONE:
. (street & number) (city) (zip) :
OCCUPATION: _ . . . _ ' _ i
T (position) ' (company name & address) 1
BACKGROUND OR EXPERIENCE: (Complete as appropriate)
.(_Qt‘hnrﬂ a) -
_((‘nmp;;n{ ee) ! ) &
ey . ‘
(TechniPyl Training)
WHEN CAN.YOU SERVE? WHERE CAN YOU SERVE? ' ‘"

"(Complete 1 or more)

-

South of Kendall Drive (SW §8 St.

" Monday'. -FROM TO 2 ()
Tuesday = FROM. TO - () Flagler St. to Kendall Drive
* Wednesday. FROM TO () ‘Flagler St. to 79 St. (/Nort:h)~
+-sess__, Thursday ,FROM TO () North of 79 St. ' :
) ‘*J..:%day FRQM TO ( ) Downtown -
B B . . i () Miami Beach
© ¢+ MAXIMUM NUMBER -OF TIME\:S_ PER YEAR: () oOther '
_ o OFFICE USE ONLY _ N
SCHOOT. _ DATE s SCHQQL DATE
-_ . ~ X
] il L4
b / {
= o
N : - T ‘ "':\ e ’
N 4 . \
N . ,*-_‘ s * ~ " ~ I .
— , —
X ! "‘ ‘? g - i '
, IO - 1v-22 . . . MIS-0041 - .
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DESCRIPTION CF PRESENTATION

(£111 in 1 or more) (check 1 or more) (check 1 or more) ] (fill1 n) f’
. . - — e § RS
» ' ' STUDENT LEVEL TYPE OF PROGRAM SIZE "ol
. ~ TOPICS || EL [ IR [ SR.|| LECTURE [AUDIO-VISUAL || TIME o]
" JOB SKILL INFORMATION: - , S - , . K
2. - - ’
TRAVELS: =~ - ' e .
N . e pe” ’ s ,
y 1. . ’ . A1 I
2,
HOBBIES: = = .
1. ) . -.
“'-, ' 2. ) o . . : \ /
CULTURAL BACKGROUND: *
1. - )
2. g )
]
. . [ H T <
OTHERS: .
- i
1.
5 ) -
2.
SPECIAL EQUIPMENT OR ARRANGEMENTS:
. <
1 ’ ’
)
94 :
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REQUEST FOR COMMUNITY RESOURCE VOLUNTEER

, (Please Print in Ink) m
N : . ' : a .
, ) 23
SCHOOL:, PHONE: s ol
. - w &
*+  SCHOOL ADDRESS: 25 | g
. . : ¢ ® H W0 =
' SUBJECT AND GRADE OF CLASS: zH | 8
: : T . z & -
DATE REQUESTED: oR | ~ NUMBER OF 18k
‘ ' ‘ STUDENTS IN CLASS|H %
TIME REQUESTED: [From: To: OR From: To: 5 g gl .
: ' E 8=
o ' , ARl 8
DAYS AND TIMES TO BE AVOIDED: - g
. ' ) ‘ HHEHH]| B .
NAME OF VOLUNTEER REQUESTED: E E e &
- ” m P
SUBJECT REQUESTED: . & ‘*_%‘ .
C A T 288 A
TEACHER REQUESTING: 'ROOM NUMBER @ v a
‘ . | . wER| B
PRINCIPAL'S NAME: ~ B8
0 . " et g <| 8
SPECTAL INSTRUCTIONS: Edg | m
28 % L O
[=]
2

[N -
‘ _

FROM: (Name)
(School)

(Co§e)

6
- ; ‘ - .) « - ' - ‘.
Tor SCHOOL VOLUNTEER PROGRAM )
A A1
)~4 ) 1\ }: . . " “ i -
~ .
! 9 5‘ L , ' ,
“ L V=24 'MIS-0050
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» . ‘ < 1 . 5 D . a
WELCOME to our, school! You are our "living Murriculum", and very much  *

apprecidted by all, If you are not already listed in our Guide to Community
Resource Volunteers, please sign your name, address, and phone number on the

back of this form.- Many t:hanks.
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, o - - ATTENDANCE RECORD R
' : ) [EOR

' 3
| ii
o
comunmz RESOURCE VO‘LUNTEERS - ’“_ ' ]
SCHOOL: ]
PO 1
THME |- : N 1
) NAME® | DATE [Ty P TEACHER ) . TOPIC s
: 1
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: y
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" . PLEASE FILL IN THE INFORMATION BELOW ONLY IF YOU ARE NOT cun.m%u LISTED 1N THE
GUIDE TG ‘COMMUNITY RESOURCE VOLUNTEERS! , ay

NAME . ) . ADDRESS /. *  PHONE

o - T
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B o ' IN THE BEGINNING,.., C

> - -

)_ THE SCHOOL VOLUNTEER ’PROGRAM in ‘th_e Dade County Public Schools beg.an / - .
in Ja;uiary, 1971, in the Northl Central Area under the‘administrative
guidance of Dr. Jeff West, the Area Superintep’dent. " The North Central Area
was selected as a sii:e in which to p.iLot‘ the p;:ogram be:cause of its unique
compo‘sition, including ‘the thr(ee pr;imary ethnic groups in Miami and because
it also contained a cross section of the socioeconom?tc‘strata of our com-

munity. In essence the North Central Area somewhat represented Dade County

in microcosm. Any findings related to the use of volunteers In this area ‘

“

cbﬁld Eonceivably be expanded to‘ apply t6 different areas of the'greater

Miami ‘area. C o o N
The ordiginal staff of the program consisted of two positions: a . . -

Vcoord‘inatplj of volunteer services and 2 prograui secretary who also doubled

as the coordinator's assistant. Working in fifteen piiﬁ, gchbols including
! ’ . .
both elementary and seconddry, the progra(n“ qu‘ick'ly caught on and enlisted

71 :rolunteers who contributed over 1,000 hours in two and one half months .
- - e g ! ! ¢

between mid-March and June'of 1971, Also';, dufing thé feasibility study

‘ ¥

period, a very effectiwﬂre,and prestigioué Advisory Board was formed fto .
- -e I .

support the program in the corixmunity and to provide reqommendationé for
program development in all sectors of the gl_:eatér Miami area. The first

Advisory Board chairman was The Honorablé D. Robert Graham, State Senator,

/
. "

48th District. ) ’ .

.At vthg‘ end of the 1970-71 sr‘ghool year, t_he administratiop of tt.le'Dade ‘.
‘County Public SchOO].; received requéét. from the communities*in the North-
east and “South Central A'rea.s to exp?nd the Scﬁi)ol Volunteer’ Brogrgth ,and' to‘
implément this ;nnovative new concept with schools in those areas\. ‘.'fhis

v Y

¥ .




r

request was granted and the pilot phase of the program exterded itself  to

r

35 schools in the lthree areas of the county even though-the staff of two remained th
same. Not until July 1, 1972, did the .program ‘expand its staff to the optimm -
size to accomodate three areas and develop a fully systematized approach

The development was made possible with ESEA Title III funds from the State’

/

Department of Eduqation in Tallahassee, Florida. During the one year period

from July 1, ngZ until July 1, 1973, the School Volunteer Program increased
in size from 1,250 volunteers to 3,287 regular volunteers working a minimum

. “ . ¢

of two hours a week for at least one semester,

. Beginning July 1, 1973,‘the delivery system of volunteer services being
. : 4
developed and field tested in the ESEA Title III Project areas was replicated in

the other- three areas. ’of the sys ‘ and three additional Area Volunteer &
Specialists were added to the School Volunteer Ptogram staff with local

/7
. budget monies.. At the end of the 1973 74 school year, 12 201 volunteers were

working in 208 of the 237 schoqls , In addition, approximately 84, 400 000 in ¢
volunteer services was added to the school system during the 1973-74 school
year. The hours contributeq by #he school volunteers were’ valued at $6.00

per hour, a rate establis ed by the School Volunteer Advisory Board as being-

s

¢

decreased slightly du to. the national econemic picture which naturally

R ¥ . . . . .. i
Q . : vor " V"Z > N




« -~

year was a period of rapid expansion of programming in the School Volunteer_
Program, for many nem dimensions were added to the eﬁisting programl The
most\significant program shift was in the area of utilization of senior
citizen volunteers. The $chool Volunteer Program had always encouraged the
use of senior citizens ad volunteers, however, a concerted effort was made
during the l974-75 schoo year to engage large numbers of seniors in the
School Volunteer Program. ‘Due to the gumbers of seniors who have expressed
an interest in the program, a part-time assistant to each Area Specialist
will be placed An the area administrative offices by the beginning of the .

1975-76 school Year. hese assistants will help with the recruitment and

A ]

placement of the senior citizens during the 1975-76 school year, ; ) .

The donation of ldrger facilities for the central program office greatly
enhanced thé program's ability to serve .the needs of the local school programs,
as well as to 4dd to tJL program'sboverall capabilities. Along with the -

basic‘administrative staff, supplementary volunteer programs have begun )

and flourished. A planning team for televisfon training began working under .

.

the auspices of an ESEA tre III grant, while the Junior League of Miami

voted to continue its support of the Coumunity Resource Guide of volunteer
d »

speakers. All in all, a tqtal oﬁ approximately 34,000,Qgg,£n volunteer‘

-

services was added to the school system during the 1974-75 school year. The

follows. - " .

oo . .
financial fact sheet which provides an itemized acevunting of the services

and material support that were donated to the School Volunteer Program from

nprivate individuals and businesses as well as a Three Year Program Highlights

®

and list of schools participating in the School Volunteer Program of Miami

]

VPV
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SCHOOL VOLUNTEER PROGRAM OF MIAMI

(THREE YEAR PROGRAM HIGHLIGHTS) &

A}

. . ANNUAL REPORT,1975 C o
. . . Yune. Percentage 'Percent’ of
' — . 197213 13'7‘3-32' gf,gn_c_r;;}; 1’8‘7‘2732 97475 i
I. Parents and Community 1,931 5,858 2032 4,048 :-302
‘ Il. Turn Abour Students  ° | 584 2,940 4032 3,959 35%
I11.College Students ‘ 667 874 a1z | 1,31 502
' IV, Business/Tndustry T4 426 373% 215 |, -50% .
. ’ V. Senior Volunteers T o0 | 2 a5 215% . 481 1200
VI, Community Resource - . E . e
) (Presentations) . 0 . 1',888 1,'8882 : *k . _ *k
. \II.Comunity Resource . ; .
Speakers : . 0 80 0. | ~ &3 4342
h TOTALS: 3,296 | 12,201 2702+ | 10,451 -14%
Bf?ull-—"l“img Employees ‘ Ju;‘;.,go Jux{;.’zo g:rﬁz:gé Ju;‘_;7§° ' gﬁggggggogr‘ 4 o
. X 1973--2974] 1974-75
I. Project Dfrector 1 1 ) <1 I 0% ’
I1. Coordinators ) _ 0 ] 0 oz ’ ¢ *
111.Secretarics <1 2 | 100% ' 3 < 50%
_ IV. Volunteer Spacialists 1 .
(TSA'S) 6 9 50Z 14 56%
. V. TIV Producer/Director ° 0 0 0z 1.
¢ C. Part~Time Employees ) ) ‘
-] _ ' _ '
LI Clerk ’ 0 0 0% 2 *
. ) 1I. Senior Aides 0 - _ 0 1 07 4 - * .
] TOTALS: *  _ -8 12 S s0x |- 27 1 125%
. Percentage Percent of
0 Opriiog g b | B oA B |G
‘1. E.s.E.A. Title III | ¢85,220. | 101,000 71z |$173,113 cnx
II. E.S.E.A, Title III1 (TTv) | - 0O 0 0% 54,531 *
II1.Edna McConnell Clark 0 - 0 0% 100,000 *
V. Jun;or Léague of Hin;ni 1 0 0 0% 14,000 L ox
‘¥, Title V-Part D ' / i
N (Staté Department) -0 0 (1} 4 8,877 *
Y Pebiice Sehaols 0 45,000 19% | 49,687 |  10%
Vll.g::il‘:rmenul V:)lup}:ecr 0 o ox 6.’600 " .
- N TOTALS: $85,220 | $146,000 1% -| s404,808 177
. A Y
R - A 103 - o atocntten,
“\ Q ' ~ : V-4 ' - he
‘ = - s N s
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" Turn About Volunteeers ,

. ACCOMPLI SHMENTS |G

. 2

The major accomplishment of the School Volunteer Program has been the development
and implementation of a\delivery pystem of volunteer services which are designed to
support, enrich, and extend the educational programs in the Dade County Public | i’{ N
Schools. In the coutse of developing this system, ba51ca11y five components have
evolved\whieh serve as the sources of_volugteers, each hdwving a specific focus and
-contribution to the prdgram and’to the qverall schdpl system. These parts df the
volunteer progre&harez Turn About (Junior and Senior High) and Colleée Student

- . ; N
Volunteers,-: Business/Industry Volunteers, General‘Citi;enry Volunteers, Senior
Citizen Velunteers and the Community Resource Volunteers.

J o

« * 7

\

While working daily under the direction of a teacher as a tutor or classroom assistant,

these junior and senior high school students help, not only,their younger codntefparts,

¥ o ’

but also themselves. The students invglved in Turn Abouf'reeeive elective credit

applicable toward graduation for Volunteering to tutor elementary students in reading

Y

. and methematics. Named/“Turn About," this service grogram utilizes a contractual
‘approacb in which the junior or senior hiéh school student sigps a.cburse contract
with his sGLject area teacher,' specifying attepdadce and assighqent respdnsibilities
mutually detérmiqed by the student and the teacher. The volunteer student is then

assigned to one of the specified elementary schools for tutoring in readipg or
mathematics. ’ e
. | .

Similar programs have resulted in findings that both the tutox and the tutee benefit

»
[

from this,unique teacging arrangement’. Teenage tutors and youhger tutees improved in

both reading and mathematics. There were 2,855 Turn About tutors in Dade County last

.year. Even_of greater significance is the Pact that 2,855 tutees also benefited from

\ . ’ . 4
' v .,
‘ the volunteers' efforts. -
1) i




College Students .7 . . ) -

P - "\..

Vital £o any well rounded program is the.college student. Many college students
vol;gteer as a field experience for their regul;r_c;lleg; élass and earn go;lege .
E}edit f&r thé time spent wﬁrking in the publié-schools, while others vol;nteer
because they see the neéd and wish tolhelp extg;d\and enrich the éxperiences of

.
~
\

‘others. ' . ;

4

. N 7 . .
Course credit is offered through either the education or sociology department. The

field experience is viewed as a,ﬁiﬁhn service laboratory and is designed to ﬁeip
the student in his personai and professional growth. The kinds of tasks performed
by any given student depend partly on the supervising teacher'é assessment of the

student's capabilities and limitations, partly on the areas in which the teacher

—
3

needs assistance at a given timé}'and partly on the subject area or grade level.

A |

A total of 757 students from the University of Miami, Florida International Uniwersity,1

Barry College, and Miami/Dade.North participated in the 1974-75 prqgram.'

-

Parents/General Citizenry As Volunteers ) ’ . \

Parents and other individuals who are iiterested in working on a voluntary ‘basis with’
v . . B . .

young people form the '"general citizenry" part of the School Volunteer Program of
Miami. These community-minded people «omposed 3,152 of the total number of volunteers

. working in the program, or an impressive 29% of the total. Volunteers working in

Fhis category are recruited from a variety of sources. - o ' \
- [}

One of the primary sources contributing to the general citizenry section of the program
s . - Ld » : - . 3 *

is the meﬁbership of the PTA/PTSA. Parents who ha&e become involved in the .

«

operation of the. school through this historically sound organization see the begefft i
of getting even more involved on a régularfbgsis as a.school volunteer. The School 1
4

Volunteer Program of Miami cooperétes'with the'PTA/PTSA countywide to “increase the level

\ L

/

of understanding and commitment on the part of the parer{ts who have children attendin‘

i ]

p
i

the Dade County Public Schools.

v-7 ;
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In addition, there are numerous éivic, fraternal and community orieﬁted organiza-
N . 5 +
tions wh}ch‘asqist the volunteepvprogram to recruit voiunkeer; to fill the 19

vélunteer descriptions which have been approved by the School ?oard.
Pérents.aﬁd individuals who have indicated a Yillingness to serve as volunteers

7 &

intergsted in education are also recruited, by the central School Volunteer Office.

This is accomplished in a*variet} of ways. During the past year the -School Volﬁn—.'

* ~ ’ <

. " teer Program has: .
~ .

. 4
* . L
~ distributed flyers in each bag of me;ghandise_pu;phasé%ﬁég;;"_

.

K Burdine's diring a two week period in September. -
- received a 1/3 page advertisement réquesting ;olunteers in
each of The Dolphins' ﬁome football programs, PRO.
- - had representatives appear on AM Miaﬁi,,the early morning“talk

; show presented by Channel 10 - WPLG. ' .

<

- given numerbds'presentations to civic and -social groups on the

_School Volunteer Program.

‘
\ - N

~ been featured in theN"Living'Today" section of the Miami Herald.

- secured marquees to place "Build A Child's Future. Be A School

Volunteer," in all areas of Dade- County,

-, displayed bus signs describing the'Sch601 Volunteer Progrém "

on the back of Metro busses during Febrﬁarykang Mareh«

fhe summated result of all these efforts has beeﬁ:that the general citizenry aspect
\ : '

of the School Volunteer Program has,during the past year,grown in numbers more than,
R . " ' ’ ™

- any other part of the School Voluntéer'Pfogranh . P )
l' - ) . . . .

Business/Industry Volunteers ‘
o . ) < /- : LT e .
Another aspect of the §chool Volunteer Program of Miami has been thé involvement of

many businesses, either through the individual contributions of volunteer. time or
N ) . ‘ ’

thrbugh a variety of program supportive activities. Beginﬂiné in'iénuary{ 1972,

‘ Eastern Airlines -spéarheaded the business involvement by recruiting 125 management

. - , . -
’ . s " 1 b ’ ’ . .
. 4 . ’ L3

',,"V‘-B‘ » ' .
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. Among those businesses which have cooperated with the School Volunteer Prograubduring

.. .Channel' 4 - WIVJ ‘ . «

.. '+ WQBARadio - .

. - A )
- v . - . .
‘ R —_ . oo -

.
S

employees to work as volunteers after their regular working hours. As an 0utgrowth

] 3

wfof this initial business support of the volunteer effort, numerous other businesses

have become active,in the school volunteer effort.
‘, r w ] o I \" +
WL, , A - '

. 2,5:". Lty

|
"’~.

the i974~75 school Year are: . ' T .

»

Associated General Contractors/South Florida Chap(er\h‘/p
. Southeastern Banking Corporation
v Continental Airlines
. Burdine's
- . Gulf 0il" Corporation-Latin American Division
' Chafnel 10 - WPLG

First National Bank of Miami
Southérn Bell Telephone
In~-Plant Prin¥ing Management Association
The Miami Herald Publishing Companyl’ ) T
. ) - Greater Miami Chamber of Commerce ’
e ESSO Inter-America \ :
“ Coral Gables Times L ”
The Miami News - - R -
.. WQAM Radio Co ‘ R ,
. . WGBS Radio . R - )
WIOD Radio : . . .
WKAT" Radid" L .
WMYO Radioc P R -
WOCN Radio ) e

_WVCG Radio .
WWOK Radio R B .
Stadler Realty ' .*f TN
Coral Gables Chamber of Commercev : g -

ot
.

-

~l

Another aspect of the Business/Industry Volunteer component is "Step Into Business,

L - ’. ..«.r

I 4
which is an action laboratory program taking senior high‘school students from the

f\
p v

school into the business. In a series of visits to the businessesg the students,are .

~ K A Y . M wt,

able to observe, first-hand the process of the free—egferprise system in action. :

The pilot, program was implemented in Coral Gables Senior High School .under the direc—
4,{ -t -

tion of a volunteer, Mrs. Chris Tyson, who i&\:ﬂcertificated social studies teacher.

Bi-weekly eva1uations were completed by the students as well as by the businesses.,

e

RN - . - T . ’ ) L
[ e M . . ‘ T A

Senior Ciﬁizen Volunteers B .

-

oy " N
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215 senior citizens’pwere cooperatively recruited by the School Volunteer Program and

<

. the Retired Senior Volunteer Program (RSVP). The successful assimilation of this S
small but powerful group of senior citizen volunteers into the School Volunteer ’
- Program has proyed to be the basis for a major phase of school volunteer activities

’during the 1974-75 school” year. P

’ .
H

' e T 1 '
With a $100,000 grant from the Edna McConnell Clark Foundation, a special team was
. established to recruit, train, and place senior citizens, 112 senior citizens have
. ‘ . L
become involved in less than three months. Those senior citizens who are not able to

-4t

work at the school site ‘help develop support materials for' the schools to use as
. . M . B [

teaching tools. Some of the kits they have produced include puppets 'thz’t are used
for language development, game boards that supplement the reading and mathematics

systems,-and,"skinny books'- that are made from ‘discarded textbooks.

vy . y

The procurement of transportation for the senior citizens has given impetusg-to the

increased involvement of this segment of our population. On a pilot basis, the Metro

. Trarsit Authority, in cooperation with the School Volunteer Program, provides two
’ . '
sbusses with drivers to transport the senior citizens to and from the 15 selected schoo*l

sites, Monday through Friday, which begins May 1, 1975. . ) ) . '

. ] A . * .
¢ y . . .o
< o q.
P I AL '/\ .,5,,~'

The School Volunteer gnogram' r&lizes that the approximatelVBO 000 senior citizens

3

|

i

4

i

|

J

1

1:' who reside in Dade County are one of our most viabfe resourceyparticularly since _ §
they have time to give and want to be needed and valued as a t;onltributing member of ’ %
the community. Because of early retirement, bettér health care and education, today sr 3
i

|

1

1

1

l

|

|

increasingly growing senior citizen population is' a burgeoning and potent resource

* -

with the capacity to meet the needs of our schools ‘and communities.

oy
.

. The senior‘ adult is a potential resource in any community, as he has many years of -

experience and wisdom that are invaluable The School Volunteer‘ Program believes that E
\-* .
‘ the utilizatign of their knowledge, skills, and talents most naturally belongs within
the framework of the s¢hool system. helping educate young people is a tradit{onal
R SRR S [
V- T10 - ; E ot .




natural role for a senior citizen;¥ it fits their need for an independent respected

.
¥

position that does not go beyond physical ability or demand’ too much time.

s .
~ .

Through their involvement i meaningful activitiés it is beIieved that: (1) the
7 .

senior citizens will have,a greater sense of purpose, (2) they will feel L more at
- e ﬂ‘s%..w;n -
home in the educational fa&ilities and consequently will more readily utilize the

opportunities available to them through the school system; (3) at the same tine

through their interaction with the youth and'public school” personnel, a greater

s X ~ . - . -

U B i
understanding and respect between generations will evolve. .
. e R * .

Y
.. e
- 4 N $,

.o ’ . . { .
A major task of the School Volunteer Brogrgm is to recruit, train, and place senior

»

. . .

“ ‘ ) ‘ .
volunteers. Ideally, both the school, children and the senior citizens will benefit

from this unique opportunity. . )
- 1,‘ | N . o .
COMMUNITY RESQURCE VOLUNTEERS . '

Community Resource Volunteers arf listed in the Community Resource Guide which is a

hard-back, looseleaf notebook contajining descriptions of more than‘n}ne-hundred
i " - L O ’ ¥
presentations which can be used by classroom teachers or other school personnel to
. N . ‘v Y . .- v
extend or anrich existing school programs. The topics of the volunteer presenta-
. 1 ] A - . .

tions ‘are grouped into categories which correspond to the regular quinmester ceurse

. e £ * % .
] Headings. Each official project school in the School Volunteer Program receives a

rd

> ¥

~ .

Guide which is then placed in some‘easily accessible area in the schooi, usually in
_— ¥ .

the Library/Media Center. ' i
. . : t . . L

The Community Resource Guide was field tested in 12 schools during May,‘l974:
. N )

]

182 presentations.were made by 45, resource speakers.' In a'SurNey taken\by the

L4 o

School Volunteer Program, 93% of the teachers found the Community Resource Guide

7

- an effective mean of informing teachers about volunteer resources and a useful

.,/

) way of obtaining volunteer speakers More than three-fourths of the teachers

.
. v

. concurred that the Community Resource Guide listed a satisfactory range of volun—

e L

teers and .topics from which to select. However, the SchooIVolunteer Program is

constantly gathering more listings to broaden the scope of the entries and the
c *
V-ll .t

N 1114 o ) . "' -
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diversity of topich

Ho be covered by the speakers. 85%, of. the teachers oh?rac-

K3

i

i
terized the presentations as interesting to the studen?s and increasing the
students knowledge ot skills. é%
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" The Junior League of’ Miami has donated $14, 000 to the School Volunteer Program of

o

Miami to pay the salary of a staff msmbér who can process»the applications'for
L, volunteers from the schools.
vw

) L4

v'»“

In addition, The League has appointed a five member
Qomhittee to field test the overall procedures which have.been outlined for the

%
L 3

1ﬁommunity Resource Guide as they recruit environmental volunteers.
$ ‘l

‘ Even though

. ¢, .
the same procedures are being used, the Community Resource Environmental Volunteers
are listed in a separate volume.

= *
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! T EVALUATION RESULTS

The evidence of theg effectiveness of this p>oj ct can be directly inferred from , ;

.
spec¢ific evaluation resulis. During the firstioperational year of the ESEA'

Title II1 grant the impact of the volunteer read'ing a,nd mathematiCS tutors was

measured. The conclusions which can be drawn from the resull':s of this-study are
. t

v

v, highly significant; findings.- L \ ‘ "' .

".( ‘ . A
‘Control and expérimental groups were randomly selectec{ from six different schools. .
The experimental group was comprised‘ of 120 students who were assigned volunteer ,‘
tutors, while another 120 students who were.tutored by volunt;,eers‘f_or k‘ed the‘

control group. , Control groups were drawn from the same classrooms as ; he

groups. e ‘ ‘ . \

‘ In reading the results were: (1) All students in the reading experimen al group,

regardless of race or, sex, gained, at least seven months in reading ‘comp ehension. ‘ 7

The experimental group gaids ‘ranged ,from one year three months by the Spanish females,’

to seven months by the Spanish males; (2) ‘In the control group, three of the six
group‘s lost up to five months (black females, minus three months, Spanish fema*les '~ :
minus five months, Spanish males minus%one month)‘- The highest gain made by 'any .'
‘ control group was nine months (black males), (3) a comparison of the scores between ‘

.+ " the experimental and the control group ranged' from a difference of one month (black

nc" ‘. .

male experimental students '8 month’gain; control group students = 9 month gain),

. K 2
R

- " toa dd.fference of one > year, and eight months ga:ln. (Spanish female experimental

Astudents = one year, three months,*control ~group. students = loss of five months)
. - L
'I‘he overall compa‘rison indicated a significant difference in means at the\ 0005 level<.
.t o
’ The group most affected by the volunteer treatment was the Spanish female. The’group

e,

. least- affected was the blac'k nale. . v
( ’

Ve 13 \ s ) .t :‘,“\.




In maghemétics the following was found: (i) Al; students in the maihematics .
Co ’ , ) 0 : !
The experimental group gain scores ranged gggy one month (black mdles) tq one year

_lost three or more months (Spanish males = loss of four months, white males = lbss )

/' - . . . . T
. ) p .

(3

N - " /

I -

expefimental group gained at least six months, with the exception.of black males.

A
-

three months (@hite maies); (2). In the control group, two of the six subigroups

of three months). Two other of the six sub-groups showed no gain at ‘all (black
males and bladk feﬁales).’ The rémaining twa sub-groups gained from one month

(Spanish females) ;o‘thregj;gg;g;\(white females); (3) A comparison of -the gains -

-

between the experimental and ‘the control group ranged fﬁéﬁ a difference of one
: : T 5 A ~
@qikh (black male experimental students = one month gain; control gorup students = gé

gain) to a difference of one year six months (white male eXperimental students = one

’ : RN .o -~
year three months; control group students = loss of three months). This difference

.

was significaht at the .001 level. The overall éqmﬁa:ison indicated a difference

*

which was significant at the .0005 level.. The group that was most affected by the

v - - - » .
volunteer treatment was the white male. The group least affected by the volunfeer

<>

treatmént was_the black male. o T ' .
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THE NATIONAL SCHOOL VOLUNTEER PROGRAM, ‘INC.

_ "'\‘ : 1 - . ,\{ A . . “

: The School Voluhreer Pré ram of Miami actively partlicipates in the National
z S

‘t

Inc!, which was established in 1964 with a grantj

b

8
{
é
’

School Volunteer Progra
from the Ford F

the, United State

. t
Ao 4 .r.’.

The goals of the Natioqal School Volhnteé; Program, Inc, are to explore and

§
_ encourage the us of quglity volunteey services in the schools for the benefit
| .

of ‘all children; 'to assist with the equalization of opportunity for all citizens

t

to give service in schoql wdlunteer pfograms, to promote communitylparticipation
% /

»ii ’0 -

and to create dynamic p&rtﬁership among’ the community, school businesgs/in-

’dUstry, with both public aﬁ? private organizations to plan for an annual con-

,' .

ference bringing together those persons responsibleufor the direction, coor- -
dination and supervision of ‘school volunteer. prograns for the exchange of ideas,
discussions of'common concerns, redefining goals, evaluation.techniques, bylaws
'and;grdhedures, eleéting officers, obtaining information'of ated, district, state '
anu%na:ionai levels; . A R . '

’

4 4 e - \_"- S, .‘ . ) B Lo 3 : .~;:< . ‘ .
President Sarah A*NDavis, Director of Volunteer and Tutorial Programs-for the

”n \' .
n ~\ ‘a3

Los Angeles Citn Schools, heads the National School Volunteerigrqgram, Inc. The
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"The National School Volunteer Program, Inc. is self suoporting and thus

continues to encourage membership Which is available to persons directly

. rosponsible for progtam implementation and to volunteers presen.}y render-
« - ing services. The arnual $15, fee for progra\\directors/coordinators and i
k} : L
. A the $5 fee for volunteers is definite&y a worthwhile contribution. The
” ) ‘ . * e
. maintenance of the national organ;zation is dependent on membership dues,
subscriptions and 'donated gifts. Membership is open and those interésted
. should contact the treasurer of NSVP Inc., Mr. Franklin V. Lehn, 49 East
. .\ . ~ L ) ’ . «
- < 'College Avenue, Springfield,_Ohio 45501. oL
. . . = . ) -: .
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L NATIONAL SCHOOL VOLUNTEER PROGRAM, INC. . o oo
A o \ * - MEMBERSHIP APFLICATION. -
g NSVP;.INC. MEMBFRSHTP Lo T ?
.' Now: i‘sf_[;youi' opporﬁﬁnittv to become actively. involved in the National

School Vplunteq; Program, Inc. Membership inclides a copy of the ex~
.;-cellent{énd informative' National Directory, membership‘lists, national
" Newsletteb; information about workshops and conferences on state,
regional and national levels. EVERYONE is Welcome and eligible te
Join, Categgries'include; N T g . :

N, [T AN

ro

-

« o % .o R kL '.‘"' e
- Professional-éppen to all persons responsible for the admrﬁistré%ioﬁf; R
of School voluifteer Programs (persqns may be paid or.volunteer admin—
istrators).. - Dies $15.00. - CF ]

Associate--open.wp all volunteers and school personnel associated with

8 schoo volunteéy program. - Dues’$§5.00. . ‘ - :

Sustainin —~-open %o all persons who are school board members, syperin--

tendents and scho l administrators. - Dues $15.00." '

Supportin -~open'§2\all Dpersons f%od.business, industry, professional /
", organizations and other arecas interested in supporting school volun=- 3
. teer programming. - 'Dues $15.00 or more at tne diseretion of the -

- «donor. - . : o ‘ e
. - Annual Meuwbership dues are for one year, from July 4 thru June "30.
ersons may join now Tor the 19795-1976 ﬁembgmship Yyear.

° o

Name ) . t . Position- N

Neme of Program _ , - . , -, N : - .
@ s vistricr . T . - o ‘
_ 'Program’ Address L " State:_. - zip

Program Telephone ) - ' L L

.Home" Address . : State: Zip

Home Telephone : ’ '

Dates s . 5 K

R

T

Type of Membership: oL P
< . Professional. s _ S .
-, AssSociate - R co . % ‘ , '
x Sustaining . A : ' ‘ ¢ . s
"~ () Supporting" ;
Contribution I §,§

- IS

;‘ New . " - - . :
Renewed . Amount encloseq _ Lol

Dues: ‘ ‘ e o o
PROFESSIONAL. (Coordinatdrs and Directors) $15.00 .
" ASSOCIATE (Volunteens) - (R - L. 5.00

'

Mail ' to: .‘Mrs. Robin F. Spaulding- SR .
. C Membership Chairperson, NSVP, Thc. o,
. ... 20.Irving Street . . : / N ,
. B Worcester MA 07609 | N : ] ‘ :
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